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People are still the key to the success of every office operation 


e@ The place of the line administrator in the personnel function 


e How to establish an efficient records retention program 


@ The role of automation in stimulating creative thought 
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THINKING OF A NEW OFFICE? 
SEE YOUR 4 DEALER 


Tired of the years-old surroundings you work in? Longing for a 
layout like this? Then the man for you to see is the one who 

handles ASE. He’ll gladly help you plan an efficient, attractive office 
... be it general, departmental or executive. From his complete, 
comprehensive ASE line, you can choose the design, 

styling and finish that’s right for you. He’s courteous, capable, 
qualified to help you. That’s his business. See him today. 


@& OFFERS A COMPLETE LINE OF 
QUALITY OFFICE FURNITURE 


DESKS « CHAIRS ¢ L-UNITS ¢ TABLES 
CREDENZAS «© BOOKCASES « FILES 
BLUEPRINT FILES ¢ CABINETS *¢ LOCKERS 


ALL-STEEL EQUIPMENT INC. aurora, ILLinois 


Use Readers’ Inquiry Coupon on Page 88 
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if your out-of-town customers 


are ‘‘short-term’’ buyers these days... 


Contact them often 


by telephone... it pays ‘ 


When your out-of-town customers operate from low inven- 
tories, they need attention oftener—and faster. 


That’s where Long Distance telephoning can serve you— 
and them—especially well. 


Set up a telephone-contact plan for these customers. Sched- 
ule calls to them regularly between visits by salesmen. Invite 
them to call you—collect—if they run short of your product. 


You'll find it keeps you up-to-the-minute on their needs— 
and keeps your goods on their shelves. 


t 1 

; YOU SAVE MONEY : 

! WHEN YOU CALL STATION-TO-STATION ! 

I 

instead of Person-to-Person BELL 

i Day Rates (first 3 minutes) Each Added 1 

| For example: Pereen-te- Station-to- Minute (applies ! T E LE PHON E 

: Person Station to all calls) : 

I Chicago to Toledo $110 80¢ 20¢ 1 

i 

! New Orleans to Houston $145 $105 30¢ SYSTEM 

Detroit to New York $175 $125 35¢ 1 

| Philadelphia to | 

: Indianapolis $190 $135 35¢ : 

| Washington, D.C., to : 
i Los Angeles $350 $250 65¢ i 
: Add 10% Federal Excise Tax H 
L J ‘ 


LONG DISTANCE PAYS OFF. USE IT NOW...FOR ALL IT’S WORTH! 
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An executive desk with a beautiful 
oil walnut finish, trimmed in brass, 
with a cane front, four box drawers 


and one file drawer— top size is 
36” x 72”. 


From our extensive collection of ex- 
ecutive and general Office furniture. 
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in this issue: 


The place of the line administrator in the personnel 
function . 


by Wilbert E. Scheer 


How to establish an efficient records retention pro- 
gram 


by R. C. Ferber 


Conditioning space: first step in achieving ideal office 
layout 
by Kenneth H. Ripnen 


Here’s your checklist for better business letters 
(Conclusion ) 


by Norman F. Kallaus 


The role of automation in freeing managers for more 
creative work 


by Raymond Dreyfack 


Profile of the Office Management reader; his role. 
responsibilities, opinions 
(Conclusion ) 

Automation in the office 


Tools of the office series 
This month: Intercommunications, dictating, and 
transcribing equipment 
by Irene Lipschitz 


Our 1959 Yearbook (Editorial) 


23 


26 


28 


31 


IT is a truism perhaps that peo- 
ple are the most important part 
of the office structure, even in 
the age of automation. But tru- 
isms sometimes become so famil- 
iar that the principle they ex- 
press is neglected. A discussion 
of the personnel responsiblities 
borne by line administrators, on 
page 23, points out that knowing 
how to deal with people is just 
as important as technical profi- 
ciency in any job. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
ba er countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 


Cuba. 
1958 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher 


of 


Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ rotification of any ry Fy your address. Re-entered as second 
at 


class matter Tune 29, 1953, at the Post 
March 3, 1879. 


New York, N. Y., umder Act of 


. 
‘ 
ffice| # 
ee —“C*;srsi‘SC:sti 
es ro 
ee = rT 
Ce tC 
oan Be r : ; 
———— ee: «§ 
—— ee . - 
37 e 
— i "4 
a Cn oo ff 
LL 
Le 4 . i] ‘ 
: ae Bile a 
a . = et =I : . 
a _ & ; : 
a ‘ , . ize if 
a + 2 Sscal y 
ee : 
. cael aueesienidianstinaaiten i. 
. ; 
SS a () pe 
Go 2 
3~ SSOP 
es oll oe | er ea? iy ee ee >) ae 


ee An executive desk with a beautiful 
oil walnut finish, trimmed in brass, 
with a cone front, four box drawers 
and. one file drawer— top size is 
36” x 72”. 


From our extensive collection of ex- 
es ecutive and general office furniture. 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


in this issue: 


The place of the line administrator in the personnel 
function 


by Wilbert E. Scheer 


How to establish an efficient records retention pro- 
gram 


by R. C. Ferber 


Conditioning space: first step in achieving ideal office 
layout 
by Kenneth H. Ripnen 


Here’s your checklist for better business letters 
(Conclusion ) 
by Norman F. Kallaus 


The role of automation in freeing managers for more 
creative work 


by Raymond Dreyfack 


Profile of the Office Management reader; his role. 
responsibilities, opinions 
(Conclusion ) 

Automation in the office 


Tools of the office series 
This month: Intercommunications, dictating, and 
transcribing equipment 
by Irene Lipschitz 


Our 1959 Yearbook (Editorial) 


23 


26 


IT is a truism perhaps that peo- 
ple are the most important part 
of the office structure, even in 
the age of automation. But tru- 
isms sometimes become so famil- 
iar that the principle they ex- 
press is neglected. A discussion 
of the personnel responsiblities 
borne by line administrators, on 
page 23, points out that knowing 
how to deal with people is just 
as important as technical profi- 
ciency in any job. 


Subscription: $4 a year in United States and in 


, Mexico and 


possessions, Canada. 
er countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 


Cuba. 
1958 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher 


of 


Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ notification of any change of your address. Re-entered as second 


class matter Tune 29, 1953, at the Post Office 
March 3, 1879. 


at New York, N. Y., umder Act of 


— 


: 


Tie 


= ee. is , 86s a a an 32s ee ea a oe i c..! | aa, i b, a thy |e 
; ; 
‘ r 
’ 2s 
oft icc; 
a om 
ee 
po Fc ec tewlCU 
ee = 
ee = & 
a a ) 
| + 
ee 34 2. 
ee a eg 
| I 
a | 
37 - 
ee 90 : 
$$ 
2 ees | 24} . ew | | 
. pe ae Bilas | 
—_- ! = ; 
—_— Frogs ; 
r F - = ck i \ 
J oe gure , > as, 
ee. - ‘ a 
; 4 oe / ld 
‘ i sae Bh 
-_ vile rs # 
| a q 
A , 
Pt : 
fore 5 
}~- 6900 | } 
‘ 
oo i ae 2 ; i a wee a rs = ong St 
ee me. — 5 =, en ed ai it es i fae ra 3 % gies Silla 


saa ae te ee eid 
Pees tae BW ee 


for an office copy machine 
...the all-automatic 


DRI-STAT ‘200’ 


Here’s the photocopyer you’ve been 
waiting for. Low in cost, high in effi- 
ciency, the new DRI-STAT ‘200’ is the 
first truly automatic office copy 
machine priced under $350. 


Look at these wonderful features: 


e Will copy anything; if you can see it, 
the DRI-STAT ‘200’ can copy it. 


@ Makes copies in normal room light; 
no hoods or subdued light necessary. 


e Handsome stainless steel-aluminum 
construction; no plastic parts. 


FREE................00.055 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


If 


STAT 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. OM-9 
Shoreham, N. Y. 


( Please send me your FREE folder, “Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


C0 I'd like to see a FREE Demonstration. 


e Easy to operate; anyone can make 
perfect copies after a few minutes’ 
instruction. 

e@ Copies any original—opaque, trans- 
lucent, transparent—up to 9” wide 
in any length. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


PEERLESS —— 
“ae Street. 
City. Zone State 


@eeeeeveeeveeeeeeeeeeeeeeeeeeseeeenee 


Use Readers’ Inquiry Coupon on Page 88 


AMA to hold annual 
conference Oct. 22-24 

Ways of reducing waste and iin- 
proving services in the office will be 
outlined at the American Management 
Association’s annual office management 
conference at the Statler Hotel in 
New York Oct. 22-24. Several hun- 
dred office executives from all parts 
of the country will hear how other 
companies are increasing office effi- 
ciency by improving organization, sys- 
tems and procedures, and clerical pro- 
ductivity. 

A new concept of office automation 
—the “total systems” approach to data 
processing—will be explained by rep- 
resentatives of The Carborundum 
Company, Niagara Falls, N. Y. Four 
executives led by George J. Zimmer- 
man, controller, will describe the 
company’s ten-year program for au- 
tomatizing all its basic data processing 
from the customer order through the 
paperwork procedures for production, 
distribution, sales, accounting, and 
administration. 

Measuring the costs and values of 
office operations will be the topic of 
a panel session. Three speakers will 
discuss how to locate, measure, and 
control the costs of office personnel, 
equipment, forms, and procedures. 

Another panel group, composed of 
members of AMA’s advisory Office 
Management Planning Council, will 
take up office management’s respon- 
sibilities for profit improvement. They 
will tell how their companies have 
achieved real and immediate savings 
in office and administrative activities, 
how these savings have contributed di- 
rectly to corporate profit improvement, 
and what plans are being made for 
keeping management and employees 
cost-conscious. 

Conference registrants also will hear 
how Johns-Manville Corporation, New 
York, cut office costs by centralizing 
office operations; how Oscar Mayer & 
Company, Madison, Wis., saved money 
through a streamlined office mainte- 
nance program, and American Tele- 
phone & Telegraph Company, New 
York, developed a successful work sim- 
plification program. Murray D. Lin- 
coln, president, Nationwide Insurance 
Companies, Columbus, Ohio, will dis- 
cuss the ambassadorship of manage- 
ment at a luncheon session. New con- 
cepts of the relationship between age 
and office efficiency will be outlined by 
Robert Peterson, columnist, New York 
Journal-American, New York. 

Of interest to those attending the 
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SUPPLIES ¢ DATA PROCESSING 


in precision 


The excellent performance of IBM Punched Cards 
is constantly guarded by a quality control program 
without parallel in the industry. Behind these 
controls is an endless pattern of IBM Research 
plus the know-how gained during more than 
forty years of manufacturing experience. Result: 
Production techniques that are models of pre- 
cision-engineering. « When you insist on IBM 
Supplies, you benefit in every way from preci- 
sion-engineered products—specifically designed 
to insure accurate and reliable data processing. 


* ELECTRIC TYPEWRITERS © TIME EQUIPMENT SUPPLIES 
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ae in more ways than one 


BROWNE-MORSE 


has the 


EDGE! 


GOLDENAIRE MODERN-EDGE 
DESKS FOR '58 


Here’s the desk that gives any 
office a distinct edge in modern 
styling and functional design. 
Here is truly one of America’s 
futuristic desks specifically en- 
gineered to give more working 
comfort. 

Browne-Morse Goldenaire 
modern-edge Desks are packed 
with time-saving and work- 
saving features. And, the Golden- 
aire is space-saving, fitting snugly 
against walls and other furniture. 

You’ll be proud to make 
Browne-Morse Goldenaire Line a 


working part of your office. 
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CHECK THESE BONUS ADVANTAGES... 
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COMPANY 
MUSKEGON, MICHIGAN 


@ Wear-proof, burn-proof, ink-proof, 


chip-resistant tops of PLASTITE e Full- 


length drawer supports @ Sound insula- 


ted @e Durable construction e Adjustable 


aluminum legs e Baked-on colors e 


Interchangeable drawers and tops 


MANUFACTURERS OF FINE DESKS, 
CHAIRS, TABLES AND FILE CABINETS 


BROWNE-MORSE COMPANY 
MUSKEGON, MICHIGAN 
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AMA conference will be the National 
Business Show sponsored by the Office 
Executives Association of New York 
Inc., which will be held at the New 
York Coliseum, October 20-24. 


Advisory panel to design 
Grand Central building 


Walter Gropius, renowned as a 
founder of the modern school of archi- 
tecture, and Pietro Belluschi, Dean of 
the School of Architecture at Massa- 
chusetts Institute of Technology, have 
been commissioned to serve with 
Richard Roth, partner of Emery Roth 
& Sons, on a three-man “advisory 
panel of architects” which will design 
Grand Central City in New York, 
the world’s largest commercial office 
building. The 3,000,000 square foot 
office structure, to cost $100,000,000, 
will be erected adjoining Grand Cen- 
tral Terminal in New York City. 
The office of Emery Roth & Sons is 
architect for the new building. James 
Ruderman is consulting engineer. 

With this appointment, Drs. Gropius 
and Belluschi will, for the first time, 
collaborate in the design of a Man- 
hattan skyscraper. Both are Fellows 
of the American Institute of Archi- 
tects and the American Academy of 
Arts and Sciences. Dr. Gropius is 
founder and senior partner of The 
Architects Collaborative of Cambridge, 
Mass. 

The announcement was made by 
Erwin S. Wolfson, chairman of the 
board of Diesel Construction Com- 
pany, who, with Herbert Scheftel, 
Stuart Scheftel and Alfred G. Burger 
will erect the 50-story skyscraper. 

Dr. Gropius first attracted world- 
wide attention in 1925 when he de- 
signed and became director of Ger- 
many’s “Bauhaus Dessau,” a com- 
pletely integrated school of architec- 
ture which has been called a model 
for the functional architecture prac 
ticed today. 

Dr. Pietro Belluschi, recognized as 
one of United States’ foremost ex- 
ponents of contemporary design, has 
planned more than 600 commercial 
and residential structures in the last 


| thirty years. Dean Belluschi is a con 


sultant to the Secretary of the Air 
Force on the new Air Academy and a 
member of the Board of Consultants 


| for the Lincoln Center for the Per- 


forming Arts in New York City. Ap- 
pointed an advisor to the State De- 
partment on the design of foreign 
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Westinghouse reduces 


report writing costs 50%, 
trims duplicating time 30% 


B Westinghouse Electric Corporation, 
long seeking a fast and economic way 
to produce progressive financial re- 
ports, found the solution in xerography 
and offset duplicating. 

In progressive reports, each month’s 
figures are added in columnar se- 
quence to those of previous months. 

Xerography—clean, fast, dry, elec- 
trostatic—copies all prior information, 
thereby eliminating retyping and con- 
sequently reducing all typing 50%. 
Costly preprinted masters are also elim- 
inated as are the preserving, filing, run- 


ning down, and repreparation of each 
master for typing. Time saved in du- 
plicating amounts to 30%, making it 
possible for Westinghouse to meet, and 
substantially improve, its statement 
deadline. 

Other benefits are the creation of a 
uniform statement, regardless of the 
number of typings, and the fact that, 
without affecting the master, original 
copy may be easily erased or overlaid 
with changes for rapid correction. 

Write for proof-of-performance fold- 
ers showing how companies of all kinds 


and sizes are saving thousands of dol- 
lars yearly and speeding paperwork by 
xerography. HaLow XEROX Inc., 58- 
954X Haloid St., Rochester 3, N. Y. 
Branch offices in principal U. S. and 
Canadian cities. 


HALOID 
XEROX 
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A SURVEY OF 
BUYING POWER 
OF SUBSCRIBERS 

TO. 
OFFICE MANAGEMENT 


FACT FINDERS ASSOCIATES, INC. 


Tallies have been completed and 
information is now available 
that answers many 
questions of interest to this field, 


such as— 


e WHAT SUBSTANTIAL EXPENDITURES ARE 
CURRENTLY BEING PLANNED BY MANAGEMENT 
EXECUTIVES FOR OFFICE EQUIPMENT? 


e WHAT TYPE OF PRODUCTS ARE INVOLVED 
AND HOW LARGE ARE THE CONTEMPLATED 
EXPENDITURES IN VARIOUS BRANCHES 
OF BUSINESS AND INDUSTRY? 


e WHAT TYPE OF OFFICE MACHINES ARE 
MOST NEEDED TODAY? 


e HOW DO TITLES OF THE MEN RESPONSIBLE 
FOR THE PURCHASE OF OFFICE EQUIPMENT 
VARY IN DIFFERENT INDUSTRIES AND 
DIFFERENT SIZES OF COMPANIES? 


e WHAT IS THE SIZE OF THE OFFICE EQUIPMENT 
MARKET—BY NUMBER OF OFFICE EMPLOYEES— 
BY SIZE OF OFFICE SPACE OCCUPIED— 

BY DIFFERENT TYPES OF BUSINESS OR INDUSTRY? 


etc. etc. etc. 


Information is now available on request to 


interested manufacturers. 
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The Magazine for Management Executives 


212 Fifth Ave. New York 10, N. Y. 


10 


buildings, Dean Belluschi was also 
named to the seven-man National 
Commission of Fine Arts by Presi- 
dent Truman. 

Construction is scheduled to get 
under way in 1959 when the existing 
Grand Central Terminal Office Build- 
ing on the site is demolished.  Proj- 
ected building completion date is 
1961. Diesel Construction Company 
is the general contractor. James D. 
Landauer Associates Inc., is acting as 
real estate consultant for the Grand 
Central project. 


In Short— 


N.A.P.A. reports continuing 
rise in business 


According to the purchasing execu- 
tives who comprise the National Asso- 
ciation of Purchasing Agents Business 
Survey Committee, the momentum of 
the recent pickup in business will con- 
tinue. When asked if general business 
in the last half of 1958 would be better, 
the same, or worse than during the 
first six months of this year, an over- 
whelming 69 per cent said better; 29 
per cent thought it would be the same, 
and only two per cent felt there would 
be a decline in business. 

This optimistic tone is influenced 
by continuing good production and 
new order positions. In July, 46 per 
cent reported higher new order book- 
ings, 39 per cent the same, and 15 
per cent a drop in new orders. In- 
creased production is reported by 35 
per cent, 49 per cent report no change, 
and 16 per cent have cut back produc- 
tion schedules. 


Salary of “average” business 
executive shows increase 


In a recent survey made by the 
American Management Association ii 
was reported that the executive in the 
middle management category, from 
$11,240 to $11,800 per year salary, has 
received an increase in salary of 4.8 
per cent from last year to this year. 
The sixth annual middle management 
survey, issued a year ago, reported a 
5-8 per cent salary increase for a cor 
responding period of time in 1956- 
1957. The new study covers the com- 
pensation paid to more than 8,100 
executives in 286 companies through- 
out the United States and Canada. 
Middle management executives in Can- 


OFFICE MANAGEMENT 


7 a - =a = * ee i? ice, - pel ie ms = a “et ann Pe oe — Sa 
7 , ; 
~ ’ 
. *, 
*; 
i *. 
jst *. 
+ 
** 
a ~~ 
x 2 : 
Me te 
te 3 te 
,~ 2% ts 
mil Be 5 4 
Poe s 
x ine ¥ 
5 fy . " : ' 
a ws 
ay ) 1 
See + a ae | 4 
ia | 5 
kK newt 4 
sai: | : 
* a . 
Pete. : 
a Ps : | 
a i e—( iC 
a, ee | 
ne? | 
: : | 
é | 
es 
ie 
“eee 
ie | 
Whe! | 
oN ce: 
tee ae ? | 
bs . 
ie ol | 
at a | 
» as | 
% " ee | 
»: : | 
: a 
£7, m | } 
iets ee 
See 
2 | 
Te, & | 
rhe g | | 
‘+ A 
: ae | 
aie Oh 
= ‘ 
a 
Be.) } 
ae Pye | | | 
ee po 
“fl ee | 
AR ae | | 
es 
oe | 
a ye 
va 
Z oe ict ‘ iro ~~ PV aress es } ‘s s ae 3 AS > ah ic Bg 
: * er ee Be _ ; Bre a Pe See oe er : oe bg pl = ki : 3 
pie Deemer toe. a eee et pr ae ie . “RR ae gee. 9 


vas also 
National 
y Presi- 


to get 
existing 
e Build- 
a Proj- 
date is 
ompany 
mes [), 
cting as 
Grand 


r execu- 
il Asso- 
susiness 
tum of 
ill con- 
yusiness 
- better, 
ng the 
Nn over- 
ter; 29 
> same, 
would 


uenced 
n and 
46 per 
book- 
nd 15 
s. In- 
by 35 
hange, 
roduc- 


y the 
ion ti 
in the 
from 
y, has 
of 4.8 
year. 
ement 
ted a 
a cor- 
1956- 
com- 
8,100 
ough- 
nada. 
Can- 


[ENT 


See Cee caees 


/ 


Perens 


**e reese 


. 
. 
. 
. 
. 
. 
. 
. 


tees 


» 22 


| NEW KIND OF CEILING BRINGS YOU] == 
| QUIET AT NEW LOW COST! —| 


Now ... out of Acousti-Celotex laboratories . . . comes an 
amazingly efficient new product based on a completely _ 
different principle of sound conditioning: cavity resonance.  * 


This patented decorative ceiling tile, installed on a special 
suspension system, is designed to utilize the air space (cav- 
ity) directly above to dissipate sound energy. 


Cavity Tile is the lowest cost acoustical tile on the 


market having all these important advantages: (1) incom- 
bustible—U.L. approved (2) pre-finished pure white (3) ~ 
repaintable time after time with no loss of efficiency; these 
perforations won't clog! (4) easy access to above-ceiling 
utilities (5) integration and interchangeability of lighting 
and air conditioning units in same suspension system. 


See a demonstration, get estimate from your Acousti- ry 
Celotex distributor, listed in the Yellow Pages. : 


Acousn-(eorex 


REGISTERED U. S. PAT, OFF. 


oun Conililiinig 


Products to Meet Every Sound Conditioning Problem... Every Building Code 
The Celotex Corporation, 120 S. La Salle St., Chicago 3, Illinois 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 
—— — — — — — —— MAIL NOW FOR MORE INFORMATIONI————————— 
The Celotex Corporation, Dept. 0-98 
120 S. La Salle St., Chicago 3, lilinois 


Without cost or obligation, please send me your new brochure on Cavity 
Tile and the name of my nearest Acousti-Celotex Distributor. 


Name SS 


Firm ____ ——— — 


Address___ —— aaaeael i " 


City ee SS 


Here’s How Cavity Tile Reduces Noise: 
Airborne sound waves enter perforations in (1) special gypsum board 
tile... are partially converted into thermal energy in transmission 
through (2) special membrane laminated to back of tile . . . are further 
dissipated by the "spring-like” action of the (3) air 
space (cavity) above. RESULT: permanently high noise 

7 ciency 
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under ‘Linen Supply’ 
or “Towel Supply’ 


Note: No investment, no maintenance, 
” no inventory. Everything is furnished 
*S. ec and serviced by your linen supplier, at 
low cost, and tailored to your needs. 


a No matter who you are... 


cotton towels, uniforms & linens 


re 


WK 


is to call your Linen Supply Man 


You only call once to arrange for regular, 
dependable delivery of all your linen 
requirements. You get the luxury and 
quality of cotton cloth. (And, of course, 
there is no substitute for cloth.) 

The nearest Linen Supplier is no further 
away than your telephone. Call today. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Council 
22 W. MONROE ST., CHICAGO 3B, ILL. 


12 Use Readers’ Inquiry Coupon on Page 88 


adian firms obtained a slightly larger 
salary rise ‘than the American execu. 
tives, with a 5.2 increase during the 
same period of time; however, the 
Canadian executive is in general paid 
on a lower scale than is the American 
executive. 


City College offers course 
on Automation in Management 


A graduate course examining “Au- 
tomation as a Tool of Management” 
will be offered for the first time this 
fall by City College of New York’s 
Baruch School of Business and Public 
Administration. | The course is in- 
tended for non-technical management 
personnel who require an under- 
standing of the applications, benefits 
and limitations of automated equip- 
ment, plants, use of computers and 
central data processing for the indus- 
trial organization. The 14-week 
course will meet Thursday evenings 
from 8:45 to 10:25 beginning Sep- 
tember 18. Registration will be held 
Thursday and Friday evenings, Sep- 
tember 11 and 12. Information may 
be obtained from the Graduate Div., 
CCNY Baruch School, 17 Lexington 
Ave., New York. 


N.Y.U. offers five full 


management courses 

Five courses will be offered this 
Fall in the systems and _ procedures 
program of the Management Institute 
at New York University’s Div. of 
General Education. The courses are, 
as follows: “Simplifying Office Sys- 
tems and Procedures”; “Design and 
Control of Business Forms”; “Methods 
Analysis for Procedures Improvement 
and Office Automation—A Workshop 
Seminar”; “Developing Managerial 
Abilities—A Workshop Seminar for 
Office Managers and Supervisors”; 
and “Development of Administrative 
Abilities—A Workshop Seminar.” 
A certificate in systems and procedures 
is awarded to the student who takes 
at least three courses, attends 80 per 
cent or more of his classes, and 
achieves an average of B or higher 
for the three courses. Further infor- 
mation on the program can be ob- 
tained from Dr. Denis Sinclair Phil- 
ipps, director, the Management Insti- 
tute, 1 Washington Sq. North, New 
York 3. 


Underwood institutes time payments 
for typewriters, business machines 


A new easy payment plan for the 
(To page 15) 
OFFICE MANAGEMENT 
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poem It’s a fact! Old Town's new, completely revolutionary Cobalt Blue 
under- 

benefits Process IS CLEAN. 

equip- ; 

rs and : COBALT BLUE PROCESS brings a new concept to spirit dupli- 
indus- ‘ cating which eliminates the stain factor without sacrificing one iota 
4-week - of operational simplicity. 

venings By : 

g ior =f © NO SPECIAL PAPER REQUIRED 
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s, Sep- @ NO SPECIAL EQUIPMENT REQUIRED 

m may @® NO COSTLY HAND CLEANERS NEEDED 
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®@ PROVIDES 350 OR MORE CLEAN, CLEAR, COPIES 
C*B-P is the ideal duplicating carbon for all 


d this © PRINTED FORMS 
: © MULTIPLE SETS 


edures 
stitute : ®@ CONTINUOUS FORMS 
~ - iB © TELETYPE ROLLS 
eS are, : tHe ey BS © TABULATOR FORMS 
: me : :€ 2} © HIGH SPEED PRINTER SETS 

anc * +4 ,- bd “ 
ethods ; Q e 
ement } . CALL YOUR NEAREST 
kshop OLD TOWN DEALER 
igerial , NOW, FOR THE 
ir for : 2 se 
lenee”é ; CeBeP STORY... 
ative AY p HE IS LISTED 
rn sssss : IN THE YELLOW 
d PAGES — OR 
-dadures 4 *. WRITE: 

rer * OLD TOWN 
gi ar ° : By Heh thy, £ CORPORATION 

and *8 j : 750 PACIFIC ST. 
igher UR s 

infor- 
e ob- 

Phil- 

Insti- 

New 

nis 

eS 

r the 

(ENT 


ee ee ieee ii = ae 
Lp ES 2 Me yea re bie 9p f 
ey kan ihe SNe . Sars i am, ee a: re Sia Page” ee a er , 
Bm. "Sat SN ~ =e ee ES. oe "oer Rs. - Se eee 2 ised (happen tere eee Bae ae Fe — 4 aye 
‘ a re : Seo egies al , ee Ni ad ire, a Se os 
9990 0 2000S SOF 0680 0808 GOSS Se cece socesses , P , ae eat 
geoeeccee=sesee sw ece ete s eeeeeescce Goes ce0cee ee S88G0S C08 ee 7 ‘ ae he 
Meee Sc ccsseesohogeeeese cece see Sows ceeeeee ee Steece h444s $e th SY 44h Cures oe O2eeesces eeeeee . as 
eiowee © 0 CSS ees cscs oe cee 08 Se Mee eeccctess SSS STH $44 $3 ty Sona fo poe Uh cece cteees cece aeececscocsesssss : . ‘ E 
sees nese secsessssecsececes Peseessstessesgsssssccesecessssssesss ose y ae YS sSSssssssse Bees eee eee tees esos cecssesssssssseseces 
SS SS6 SESSSSS ESOS CF® eseeeecceerees® Stoccceecesesteee oe °. *eé6eeeeee Seeresersecooees e 
eS SCOteSeescocsessesesece eSssessssssstese siscecssessessessaeess oa ~ 7 eer e- ecseee ST a ett 
mess SeSagSessapeeeeSseAMesaesdsaaeeseead sisssssesessaassasssesnt 7 DO By BR sssSisigussesitisssssssssssasistsssesesess: 
eter ee cee Seeeore, eece SeeceSeccessseeee tetas ttt ty ° H “Me a+ +- - Stet erin see 3 333 ececese seSeee 20000 08 Coes a 
ESSE? wet CTE posscessecsescsstecssesscsacagees cecsaie esti 2 Gty 6 hf ‘gr ceees sesssvecccsasrecnssettstttisessstsssaseet 
4 ar peece eeeceoeee eece. : eco¥ 
ett tty -4 oe . eee oe ssssseeeessessesssssee seasssessssss 80088 ccs teem, y AHS ees Se ee eee eet e eee te ee cgssesccssssse ss esses 3 
incassseseMMes, | afespetsepeecssssssessstsss “satesseessssestsses Necsess segseeess O00 8 Be 
seegeseeeeece sees ee eee XD coceeesetescs be ee. Oe esse ° F eee SOS COSseee coe CCSSS See FESS e —F ooeeee "q 
e0 eee CS ceS Stes SESSCe We eecee- ef ° 7 2 escese on 
pissssssessprssts, «= 3Qfisapeesmectiscscsessss | “agesssggttesgesessss Bree 7 W Gy Ramee 
° secccece . y rTTTTTT TT 113344445000 202 eeeee® We 
sgepaseeee® eorpeee ee Lee ttt th eeepeee cooeseore = TTT 111114111445404+4 e cog Steeeeee ° y 
ng gee @OCCO KS ee etecceee ; 2 Secoeeseeecse=seee eeercecene at 
iiss sss a AP Sistgesssssssassrsssecaseanpcaassscsessccaggtteteasaests tes ssssertasess ssussseiss: 
eeoce ~ eeecee e eeeeee cy 
° Bay. tri ttt ° ARH Hetititititititittitet titi = ot He 98 0 808 e8eee2 a 
| RR ae peep eeees Atti Sosccstessosssesseessesesse® EES ooo cee cece 
ee,2eeeee® a sf oJ Weeesecccebbescs Sooo ee cose e occ teon fe eRe Se teers tit ttt 3 ae 2008 608 covet 
Meee ess erececcee eritiritity irs tats Hitt BS oe Petttttttitt i 
sesso SSSseceesercecs +9800 0000 Ce seeese ote ete Y ay A : 
>: : eeeecece Py ° vecesesee ° Seeceseseaeee® 
Mitssssessssssesseses ett itty eetsissssscseesessee’ eesssssessgsses sess sss ey Sississsssessse 
Weegee cee OCS CSeeeesce Se eeseeee Seeeecaceesesess + O00 Sceeereseeee® Atti itil ttt : 
eee e Seagooe ce eeee #s eeceese Cesecceneeecsee? He He SSssececes eacces “7 
Te eettt titties 452) oooe Secccee ¢ PT ttt tt4444 +4444 19 SOS eseece ee eee 
seeececeseecceseessMecnn, be teessesscses SSeccccsesmPe sees” sO es gacsoesececs 
St ETT eter tt 44453) be +) Stet test tes St ittey 44 <a SS8Sssseessssasse z 
eee See erSSeeee Sseece seceeeser eeccece jee 19 OOS b ce oe cat Seree ‘* 
pees seseees peepee SLE ™ seeecee eee Bone? TTI tll li ite eee 34 
eee eesees - eee; ° Seeeetecseeeeooee® rN 
of Ht Seayese AHH e sci: 
=e e4 (TT4 oo 
4 peSeese Sees eee Seseee aay 
S8CSSSESECCEOS SOCeee y 
1000900000000 88 Coccce 
SeSeSSeeseeseSeeeserere 
eStSele tessa secrsses 
eee Secesece ecece 
sssssssesesees se icese: 
PT TT) LL. +o 
setitititititits ter i 
peewee escesecesooooorses® a 
goeeees coesoreegeecosoes La 
seeeeSeoccesegesooossoce= v’ 
seeceSeesecce cee aeeresse® rr 
130900000 Cocesccsaceceees! , 
*@7TTT111111111343450564-+ 
OteeSeesesscosoore®* 
Scececeeessseeeeeere* 
eee 0 eSSessregeceeree* 
PITTITT (7 its tik 
PetTITiT itt tilts tte 
iti i 134644444444 esgeceeeee* 
Psittitstitst seri tert eee 
Mitititit; tthe tet 
sSSssesgeeesses sess scsesss ss 
= oe « 
botttttssseert tT Tits. 
"sana eeeeeet 
seee 
_eeee* 
eeeeees 
eeeeeeceae 4 
see eeecco* ” 
-< seeeacee® i 
-eetee- eeeeer 
eeeecesee se Mneres 
Py PTT Ti tel oe ji 
eo = eereeeeee ed | 
eee see eetes 
¢ eeee tee eeeeeces Ne 
ere APIS Oe 
i, oe? mee *eseecesee* E r 
eee y seee* 
.eoe mye o A 2 ee 
ocem * * Oo £ 
” * oo m- . a 
> « ’ 7? op 7? ff Ly 
eree -@ * 4 e fe 
s‘eeeeees: om, a 
seeeeesess. oom me a 
SeeSeresecee® * e a3 
ee eeessegeeser? oe 
‘ee @eeereceee* e5g vi 
CT ITT a i 
= «ee 
Sssessssessesess 
vesessssescoeres 
S00 cece se eeeeees 
seeeese. \eeeeeeereeee® 
se seeeeseer eecvepeceessss 
PPOETTITT TLS .eeee eeceeee 
i} ‘get sere’ seceeteceeee*? 
- 4 -<e" 9900008 ee0%e" 
fo yh Ma =seseer wesseeesere* ' 
ad sece 
* A A - eecee seegeeceoers k 
a «@eeeeceeeete’ ee 
4 me, es e Wweeeeere® 
, ‘ eecececceer seeeerse, 
ge Seek Geeeeeeeeer $33SSSs: 
we , Ml. Mi eH ce Fieeceevoeer eseeee 
— _ — PT TILA ESE AS eeeee4 .« 
,eee4 bed Be. 
‘eon oe a 
ecom***. 4 
pee Th 
seen ore e* 
wT. t. e 
‘oe 
eect 
oo 
eet 
iB 
sess : 
eon! 
eect 
eee . 
eee! 
peeet , 
eset q 
ete 
eee y 
peees ; 
eee* 
eee* 
beee * 
peeet 
eee! , 
rece' 
eee 
eee 
eee :" 
eee’ 
eee! ‘1 
eee 
o“- 
eee 
eee 
see 
eee’ 
roe’ 
vee 
eet 
eo: 
ee 
eet 
eo 
eer 
oor 
ser 
see 
set 
oot 
se 
see 
ser 
eet 
“ef 
oo 
* 
“7 
se 
so 
es 
oo 
? 
to 
se 
ser 
ie 
tt he 
4 
ow 
eft 
ee 
ef 
ef 
e* 
et 
N 
r) q 
ef 
et 
see 
TITITTITI LILLE SALLIE , 
SRE ceeee fi 
S3TT eH SES tt tt eopeocen se eeee oe 
seGeseesee eee eee 7 ecoe e 4 we eece ee 
_ Sttetitsseseeererss titi iessttss tities. LY 4444408, 45 Sty peesessecesesess ross s Te tT SSeS TT tt tlt est SeSeesesaeees saeee 
Miser Wtimcsosssscc:sssstssecersscs:secsesesesss i PTitititr A 4h pessstssscssssseetsissitesesscssessssssssisstssses soetesseee? ” 
22 eee $5 Ss-44et + tt * eeceeece t+ PiszzsiestissSeseccssssssasssssecaspsesseeussssgcsssstsssssssseseseee 
ris e2ees s oe ee eee Stttsttttttit titties ett ttet ttt tt eeececereee 
: > sett tessse seer ssii ttt itt itterti ties est: 2 
3 2 i : ' TT ; 
“dh " et ean ae ret E oe i ; , Be a5 ~ 
ee ee: m, z x 53, 3 ehh Z i ae ae i i ie oe ae 7 eS 
4 i ‘ss eh > < iam P 5S P ieee ma ee A ee 
7 os Ly i * = Leu a ke a 
oa > wie: a : on z- bP 5 i i _— 
A re Gs ae a EE sad 


Coming! 


mm = THE JANUARY 1959 


a Office 
 6©6Management. 


mm YEAR BOOK 


ISSUE 


THE ONLY ANNUAL DIREC- 
TORY, REVIEW AND GUIDE 
TO THE EVER-GROWING 
OFFICE MARKET 


istration and new equipment: 


A WORD TO ADVERTISERS 
The January Office Management YEARBOOK 
issue offers the advertiser a medium for making 
a catalog presentation of his entire line—to 
have a “salesman” constantly at the buyer's 
elbow every day throughout the year. 
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The regular January issue of Office Management is the YEARBOOK ISSUE—and it is now in 
preparation and it promises to be a bigger issue than in previous years, with a minimum of 200 
pages already planned. O.M. devotes this first issue of the year to give its readers the vast store 
of reference material to supplement the ensuing eleven monthly numbers of OFFICE MANAGE- 
MENT with their current news and regular editorial features. The new 1959 January YEAR- 
BOOK issue will bring into total focus this year’s fast-moving trends in every phase of office admin- 


Operations Research e Automation and Integrated Data Processing e Systems Design, Forms Re- 
vision and Simplification e New Developments in Office Layout and Furnishings e Directory of 
Manufacturers of Office Furniture and Furnishings e Tools of the Office—Survey of Machine 
Developments e Directory of Manufacturers of Machines and Equipment e Personnel Practices e 
Catalogs, Booklets and Brochures e Review of Year's Calendar and Events. 


The January YEARBOOK issue, as the spring- 
board of your year’s promotion to the office 
market—followed by the eleven remaining num- 
bers constitutes the economical, effective pack- 
age for a full promotion job to the office 
market. Now while you are planning your 
schedules in OFFICE MANAGEMENT for 
the year ahead, be sure to include extra space 
or catalog sheets in the January O. M. YEAR- 
BOOK Issue to give strength to your entire 
program. Note early closing date: Nov. 15th. 


OFFICE MANAGEMENT 


GEYER-McALLISTER PUBLICATIONS 
Publishers Since 1877 


212 Fifth Avenue « New York 10, New York 
MUrray Hill 9-4411 
OFFICE MANAGEMENT 
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purchase of Underwood typewriters, 
a‘ding and accounting machines has 
been announced by the Underwood 
Corp. The plan will be available 
through a network of 
bianches, sub-branches, sales agents 
and dealers located in most areas of 
the United States. 
under the plan will be handled by the 
Beneficial Finance System. The pay- 
ment arrangement is expected to ap- 


Underwood 


Credit functions 


peal to small independent business- 
men, professional men and parents of 
high school and students. 
Customers will be able to pay as little 
as $5.00 down, under terms of the 
plan, and take up to 24 months to 
pay the balance. 


college 


Millsop receives NMA award for 
his industrial contributions 


Thomas E. Millsop, president of 
National Steel Corp., has been se- 
lected by the 100-man board of di- 
rectors of The National Management 
Association to receive their 
“Management Man of the Year” 
award for 1958. The award is given 
to an outstanding U. S. industrialist 
who, according to the board, does 
most to advance the ideals and _prin- 
ciples endorsed by NMA _ through 
personal interest and __ participation. 
Mr. Millsop will be honored at the 
35th annual conference of the NMA 
in Los Angeles next October, at which 
time the award will be 
to him. 


annual 


presented 


Curran announces formation of 
new management consulting firm 


An announcement of the formation 
of the firm of Curran, Bayliss and 
Glasgow Inc., management 
tants, was recently made by James 
B. Curran, president of the organiza- 
tion. Devoted to services in the data 
processing field, the firm is located at 
10 S. LaSalle St., Chicago, and is, ac- 
cording to Mr. Curran, the only one 
of its kind specializing exclusively in 
data processing consultation. 


consul- 


Operations research used more 
frequently in industry 


Rapid development of industrial ap- 
plications of Operations Research in 
the United States was the subject of an 
address given by Roger R. Crane to the 
Controllers’ Congress 38th annual con- 
vention at Kansas City, Mo., recently. 
He stated that although ten years ago 
there were virtually no industrial con- 
cerns in the United States employing 
Operations Research, in'a survey made 
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Now you can save up to 24° 
every time you make copies 


w= YOUR SECRETARY uses an 

office copier—a Kodak Verifax 
Copier or any other—you trim costs 
by eliminating retyping and _ proof- 
reading. But how much you save will 
often depend on the location of the 
copier. 

If secretaries have to travel out of 
their departments to get copies—if 
they’re away only 5 to 10 minutes 
each time—you’re paying from 12¢ 
to 24¢ extra for your copies. (Have: 
your own methods men check.) In 
other words, the nearer the copier, the 
more you save. 


Kodak’s Answer 


Realizing the need to cut “travel” 
costs and thereby cut copying costs, 
Eastman Kodak Company has de- 
signed a new Verifax Copier—the 
Bantam. And has priced it at $99.50 
so that youcan now make office copiers 
immediately available to everyone... 
like typewriters and telephones. 


You Quickly Save 
Cost of each Bantam 


Putting these capable copiers in every 
department of your business will prove 
the soundest of investments. Your 
savings in “travel time” alone will 
no doubt cover each Bantam’s cost in 
a month or two. No one need take 
more than a few steps to get quick 
copies of orders, letters, reports—any 
of the myriad items handled daily in 
all departments. Nothing will so speed 
communications and cut copying costs 
throughout your company! And the 
Bantam—despite its unheard of low 
price—isa true Verifax Copier—gives 


> 
eoeeeeeeeeeeeeeeee MAIL COUPON TODAY 6006060666 € ~ & 


New Verifax Bantam Copier—only $99.50— 
makes 5 dry, lasting copies in 1 minute for 2%¢ each 


you all the advantages of Kodak’s 
unique Verifax copying method. 


See the $99.50 Bantam in Action 


Mail coupon . . . or have your local 
Verifax dealer stop by and show you 
how capable the new Bantam really 
is. You'll find him listed in “‘Yellow 
Pages” under duplicating or photo- 
copying machines. 
(Price shown is manufacturer's suggested 
price and is subject to change without notice.) 


Verifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 


odiaik 


TRADEMARK 


* EASTMAN KODAK COMPANY, Business Photo Methods Division 
Ns 343 State Street, Rochester 4, N.Y. 

5 Gentlemen: Please send folder describing Verifax Bantam Copier 
e and savings it makes possible. Also names of nearby dealers. 

° “ 72.9 

. Name. Position 

° Company. 

: Street 

2 City State 

: 
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How to persuade a 
man to read a memo 
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1. BRIBE HIM TO READ A SLOPPY MEMO 


Better yet, don’t send out sloppy memos. 
Be sure that they're clean, inviting 


and easy-to-read—on clean, inviting, 
easy-to-read Hammermill Mimeo-Bond. 


2. USE HAMMERMILL MIMEO-BOND 


You'll like it for what it doesn’t do, Lint 
free, it doesn’t clog the stencil. It doesn’t 
feather when you write on it. And 
because of its unique “air-cushion” sur- 
face, it doesn't leave messy “set-off” on 
the back of mimeographed messages. 

What Hammermill Mimeo-Bond 
does do is give you up to 2,000 clean, 


readable copies from a single stencil. So 
help your messages get the attention they 
deserve—on Hammermill Mimeo-Bond. 
Its seven attractive colors, plus white, 
make it just the thing for sales letters, 
price lists, reports, bulletins—any mimeo- 
graphed message. Hammermill Paper 
Company, Erie, Pennsylvania. 


USE HAMMERMILL MIMEO-BOND 


to get your messages read 
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| recently by the American Management 
Association, 324 companies reported 
they were now using operations re- 
search techniques. Mr. Crane is di 
rector of management sciences for the 
accounting firm of Touche, Niven, Bail- 
ey & Smart. 


Nash Associates create 
three new units 


An Institutional Plannings Unit, Of- 
fice Planning Unit, and Furniture 
Planning Unit will be added to Jim 
Nash Associates, Inc., it was recently 
announced by that firm. The new 
units will be under supervision of 
E. F. Fabry, industrial designer and 
founder of Fabry Associates and De- 
sign International. The Nash offices 
are located at 527 Madison Ave., New 
York. 


Designers of office equipment, furni- 
ture win IDI awards 

S. M. Highberger of Harley Earl, 
Inc., and Eero Saarinen of Eero Sarri- 
nen Associates were among winners of 
medals in the recent design competi- 
tion conducted by the Industrial De- 
signers Institute. Mr. Highberger won 
his award for design of the “Secre- 
tary” Model Thermo-Fax copying ma- 
chine for Minnesota Mining & Mfg. 
Co. Mr. Saarinen received his for de- 
sign of the Pedestal Group of furni- 
ture for Knoll Associates, Inc. 


Productivity of office worker 
lags behind factories’ progress 
Although mechanization has _ in- 
creased the productivity of U. S. fac- 
tories 14 times in the past century, the 
productivity of the office worker has 
been raised only 50 per cent it was 
reported recently by Charles H. God- 
dard, manager of the Voicewriter 
Div., Thomas A. Edison Industries of 
McGraw-Edison. Also, one-third of 
this country’s labor force now works 
in offices, Goddard said, a figure which 
represents approximately 20 million 


people. 


U. S. Trust Co. to have world’s 
largest watertight vault 

The world’s largest watertight 
vault, with shelving that would run 
more than 3 times the length of Wall 
St., is being constructed for the United 
States Trust Co. of New York. The 
vault will be 33 feet below the center 
cf New York’s financial district. 
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Gives you automatic 
punched-card processing 
with one low-cost machine 


The Keysort Tabulating Punch today cuts automa- 
tion down to size by providing, in just one compact 
unit, everything required for complete punched- 
card processing. With greatest adaptability to a 
company’s size and procedures. And at a rental of 
less than $100 a month. 

Keysort Tabulating Punch code-punches and 
tabulates quantities and amounts in Keysort cards 
... then reads, duplicates and summarizes these fig- 
ures ... simultaneously printing them for visual 
verification. The most versatile machine of its kind 
available. Easy to master, easy to use. In almost 
every area of plant control—job costing; labor dis- 
tribution; inventory; labor, material and produc- 


tion control; sales and order analysis. In service 
organizations and hospitals—in every type of opera- 
tion requiring fast, accurate data processing. 

Contact your nearby Royal McBee Data Process- 
ing Representative, or write us for brochure. 


V VV 

OUTSTANDING FEATURES * Simple ails 
from 10-key keyboard * Punches 2 quantities in 
one operation (dollars-hours, dollars-units, etc.) 
* Simultaneously tabulates all amounts * Reads 
sorted cards, automatically accumulates and totals 
punched amounts * Prints all figures for immedi- 
ate verification * Adaptable to any size work-load 
... to centralized and decentralized operations. 


ROYAL MCBEE 


DATA PROCESSING DIVISION+ PORT CHESTER, N.Y. 
WORLD’S LARGEST MANUFACTURER OF TYPEWRITERS 
AND MAKERS OF DATA PROCESSING EQUIPMENT 
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NEW KEYSORT TABULATING PUNCH 
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WEBSTER MULTIKOPY DURAMETRIC 


Nothing saves expensive office paper, time and labor the way Webster MultiKopy 
Durametric does. It’s the only carbon paper with the scaled edge that assures well- 
spaced letters, reports and memos on the first typing. This edge is also uncoated for 
cleaner carbon handling, cleaner letters and cleaner fingers. Webster MultiKopy 
Durametric stays flat even in extreme temperatures and is made of the finest materials 
to give superior performance and longer service. There are fourteen varieties of 
weights and finishes for every office need. 


WEBSTER SILK STAR TYPEWRITER RIBBON 


With Silk Star there are fewer ribbon changes, sharper impressions and longer service. 
Made of the finest silk so tightly woven that 18 yards fit the standard spool that holds 
only 12 yards of cotton. And it’s so strong, it withstands the severe cutting action of 
type better and is actually 3 times longer wearing. Try it along with Webster 
MultiKopy Durametric. 
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Here’s the full line of 
Webster Quality Duplicating Products 


Check off all your needs here 


CARBON PAPERS in eight grades 


Typewriter, pencil, pen, transfer, blueprint, billing in scores of 
weights and finishes. 


SPIRIT PAPERS AND MASTER UNITS 
for both spirit and hectograph duplicating processes. 


CARBON PAPER RIBBONS 
for correspondence, spirit duplicating, photo and offset work. 


OFFICE MACHINE RIBBONS 
for most types of adding, accounting, tabulating and addressing 
machines. 


TYPEWRITER RIBBONS 
for all Typewriter makes 
for correspondence, record, offset, hectograph, photo blueprint. 


CARBON PAPER ROLLS 
for Teletype, Autographic Register, Elliott-Fisher, and adding 
machines. 


Plus 
ACCESSORIES 


Type Cleaner, Instrument Oil, 
Duplicating Fluid, Hand Cleaners. 


3 Amherst Street, Cambridge + 
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Twelve all-new 


GOODFORM 


stints aluminum chairs 


; ae 
ot ee Natural, Antique Bronze, Bronze slect upholsteries from hundreds N luminum be on 
gx Gold, Ebony anodized finishes - of patterns and hyes armless leg and swivel chairs 


— 


Adiustment mechanism is 


Deep foam rubber cushioning 
out of sight under seats 


: Sl 
ew, super-strength design elim. 
accents comfort z 


Decorative back panels 
contribute to the crisp design 


See these magnificent new Good- 
form chairs at your local GF 
branch or dealer, and ask for a 
free trial in your office. The 
General Fireproofing Company, 
Dept. O-17, Youngstown 1, Ohio. 


ee a= 
before back touches wall FIREPROOFING comfort and efficiency 
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Coming Events 


Management Development Center 
1958 Summer Conferences (12th 
Series). Pasadena, Calif. September 
7-19. ‘ 


Sponsor: Management Development 
Center, California Institute of Tech- 
nology. Place: California Institute of 
Technology. 


ISA 13th Annual _Instrument-Auto- 
mation Conference and _ Exhibit. 
Philadelphia, September 15-19. 

Sponsor: Instrument Society of Amer- 


ice. Place: Convention Hall. 


AMA Personnel Conference. New York, 
September 22-24. 


Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


NIGP 13th Annual Conference and 
Products Exhibit. Boston, October 
5 


Sponsor: National Institute of Govern- 
mental Purchasing. Place: Hotel Stat- 
ler. 


SPA International Systems Meeting. 
Pittsburgh, October 13-15. 

Sponsor: Systems & Procedures Asso- 
ciation of America. Place: Penn Shera- 
ton Hotel. 


IMS 5th Annual International Meet- 
ing. Philadelphia, October 16-17. 
Sponsor: Institute of Management Sci- 


ences. Place: Sheraton Hotel. 


CIA Annual National Conference. At- 
lantic City, N. J., October 19-22. 
Sponsor: The Controllers Institute of 
America. Place: Chalfonte-Haddon 
Hall Hotel. 


National Business Show, New York, 
October 20-24. 


Sponsor: Office Executives Association 
of New York. Place: New York Coli- 
seum. 


AMA Office Management Conference. 
New York, October 22-24. 


Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


NMA 35th National Conference. Los 
Angeles, October 23-25. 


Sponsor: National Management Asso- 
ciation. Place: Hotel Statler. 


Cincinnati Office & Business Equip- 
ment Show. Cincinnati, October 28- 


Sponsor: Cincinnati Office & Business 
Equipment Show, Inc. Place: Cin- 
cinnati Music Hall. 
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ONE reassuring note has appeared 
in an era when so many Americans 
are worried over our past compla- 
cency concerning Soviet science; a 
complacency that was rudely dis- 
pelled when Sputniks I and II be- 
gan circling the earth. Internal 
evidence has recently appeared to 
indicate that in the field of elec- 
tronic data processors, at any rate, 
we have a distinct lead over the 
men in the Kremlin. 

THE evidence appeared in a French 
technical publication, which carried 
an article on the “disturbing evi- 
dence” that the Soviets were em- 
ploying computers to solve military 
problems of logistics and _ tactics. 
The French publication based its 
report on an earlier story in Red 
Star, the Soviet Army newspaper, 
and it reproduced the illustration 
of the Soviet computer that had 
appeared with the Red Star story, 
citing the picture as the first evi- 
dence of the existence of Soviet 
computers. 

AND there the matter would prob- 
ably have rested, with another 
alarming indication of Soviet ad- 
vances registered in the Western 
world, except for the fact that a 
Remington Rand executive visiting 
Paris happened to run across the 
article in the French technical jour- 
nal, and was struck, as well he 
might have been, by the strange 
similarity between the Soviet com- 
puter and Remington Rand’s Uni- 
vac. 

MOREOVER even the angle from 
which the computer had _ been 
sketched seemed familiar. 
CURIOSITY led to suspicion, sus- 
picion to investigation, and investi- 
gation unearthed the original of the 
illustration of the Red Army com- 
puter—a Remington Rand _ adver- 
tisement featuring a large illustra- 
tion of the Univac which was 
placed in American publications 
back in 1954. Somehow copies of 
the ad found their way to Russia, 
and the editorial offices of Red Star, 
which thoughtfully deleted all ad- 
vertising, and also blanked out the 
word Univac which appeared on a 
unit of the machine. The result— 


an excellent illustration to accom- 
pany the article “Cybernetics in 
Military Science,” detailing how 
Soviet science was prepared to aid 
the military through development 
of high speed computing mechan- 
isms. 

BASEBALL, radio and electricity 
have been claimed as Russian cre- 
ations, inventions, or discoveries for 
so long that we are all fairly used 
to the claims by now. But it 
doesn’t seem too much to ask that 
the Russian publishing world at 
least do its own art work in an- 
nouncing Soviet triumphs. 


AS OUTLINED on the editorial 
page of this issue, we plan to pub- 
lish our 1959 Yearbook in January 
of next year, rather than March. 
This is in response to a recent read- 
ership survey which indicated that 
a majority of our readers felt a 
January publication date would be 
more helpful to them. The issue 
will be much larger than in past 
years, and will include more articles 
in each of the main sections. 
SINCE our “Office of the Year” 
Awards are given to important new 
offices completed during the pre- 
vious calendar year there would not 
be sufficient time to investigate of- 
fices completed and occupied dur- 
ing the last few months of the year 
to present full coverage of these 
offices in January. Therefore the 
Offices of the Year Award stories 
will appear in a subsequent spring 
issue. 

WE THINK this new scheduling 
and format will represent an im- 
provement. We hope we may have 
your further comments and sug- 
gestions about the Yearbook be- 
tween now and January, and after 
its publication as well—a hope that 
applies to every issue of the mag- 
azine. We want to make every is- 
sue of Office Management as valu- 
able, informative, and stimulating 
as possible to you. 

YOUR reactions are the most re- 
liable guide we can have as to how 
well we accomplish that purpose. 


Editor 
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THIS NATIONAL ACCOUNTING MACHINE has greatly sim- 
plified the record-keeping set-up of The 


ianchi Co. 


“Our Calional System 
saves us*2,400 a year... 


returns 68% annually on our investment.”’—1e Bianchi Company 


New York City, N.Y. 


“The ease with which we are able to 
operate our new National Account- 
ing Machine has speeded up our 
posting work considerably, making 
more time available for credit follow- 
up and other important office activi- 
ties,” writes A. J. Bianchi, of The 
Bianchi Company. “In fact, we esti- 
mate that our National has cut post- 
ing time by 75%. 

“All totals are accumulated auto- 
matically by our National System, 
eliminating the daily re-adding of 
columns. And with the information 
our National supplies, we are able 


to complete tax reports in a fraction 
of the time it previously took by 
hand. Our National System is easy 
to operate, too, making it easier for 
us to train new employees. 

“By increasing the efficiency and 
economy of our operation, our 
National System saves us at least 
$2,400 a year, returns 68% annually 
on our investment.” 


co 


of The Bianchi Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES ¢ HELPING BUSINESS SAVE MONEY 
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A. J. BIANCHI, whose com- 
geny was in business 
during the Civil War. 


THIS MACHINE—the only one of its kind 
in the world—was designed to mass 
produce chocolate covered cherries. 


Your business, too, can benefit from 
the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return a regular year- 
ly profit. National’s world-wide service 
organization will protect this profit. 
Ask us about the National Mainte- 
nance Plan. (See the yellow 

pages of your phone book.) Fig. 


*TRADE MARK REG. U.S. PAT. OFF. 
Salional 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
wer paper (No Carson Require) 
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The place of the line administrator 
in the personnel function 


Personnel may spell out company policies, may establish 
the employee relations program, but it’s the line managers 
in daily contact with employees who must make it work— 


by Wilbert E. Scheer 


Personnel Director, Blue Cross-Blue Shield, Chicazo 


THE FRONT LINE manager or sup- 
ervisor is the key man in management. 
This is an accepted truism to which 
many companies pay only lip service. 
Yet the manager alone can _ relate 
workers’ needs accurately for top ex- 
ecutive decisions. He alone can in- 
terpret management's needs to the 
workers for the personal good of em- 
ployees and the overall good of the 
firm. He alone makes the difference 
between a satisfactory performance and 
a mediocre performance. 

The line manager is not merely 
someone who oversees a particular seg- 
ment of the company’s operations but 
one who actually manages it. Properly 
cast, he is the “total boss” in his par- 
ticular area. Until he accepts that re- 
sponsibility, and is given corresponding 
time and authority, he cannot be effec- 
tive in his assignment. 

Many professional consultants, when 
they examine an organization structure, 
its management positions and its man- 
agement personnel, find the jobs are 
often underpriced but the people in 
them are overpaid. This is easy to ex- 
plain: it’s just that jobs grow faster 
than people. Today, in a tightening 
economy, individual shortcomings come 
to the surface quickly. 

Unfortunately many so-called mana- 
gers do not manage . . . they adminis- 
ter. They take the preogatives and 
privileges that go with rank, but not 
always the responsibilities. They feel 
free to come in late without embar- 
rassment, leave early, take two hours 
for lunch, accept three week vacations, 
overstay lunch and pass periods which, 
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of course, are unscheduled and are 
taken without considering possible in- 
convenience to others. 

These are all expressions of status to 
prove that they have finally arrived and 
are now beyond the required: regula- 
tions affecting rank-and-file workers. 
This may not necessarily be bad; and 
there may be no topside objections. But 
there is much more to their jobs. Be 
fore they can claim the plusses they 


must accept everything else that goes 
with the job. Actually these trappings 
of the office are not what characterize 
a man or mark him as a manager. A 
manager distinguishes himself by what 
he contributes to a better organization 

. .not by parading his “rights” as a 
manager. 

Too many managers are looking for 
a crutch. This is especially true when 
it comes to dealing with their pzople. 
When they are required to give an an- 
swer or explanation to an employee they 
fall back on some item of company pol- 
icy to protect them, or they hide behind 
a decision made for them by higher- 
ups. A manager who wants to be head 
and shoulders above the crowd must be 
willing to stick his neck out. 


Today’s boss cannot order; he must ask. He cannot drive; he must lead 
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The line manager is completely involved in every phase of the employee relations program 


Every manager, to be successful, 
must learn — 

@ To manage things 

@ To manage situations 

@ To manage people 

® To manage himself. 

Let’s not assume that all managers 
are inadequate. Most of them are 
quite capable. The strengths usually 
lie in their technical competence and 
any noticeable weaknesses are in the 
direction of human relations. Hence, in 
an effort to stimulate helpful consid- 
eration in the area of greatest need, 
let’s discuss the line manager’s relation- 
ship to the company’s personnel pro- 
gram. 

Personnel administration is a con- 
tinuing process, geared to the individ- 
ual. It begins with the initial contact, 
covers the worker through his tenure 
of employment, and extends beyond 
his termination. 

It is just as effective as the personnel 
staff that guides and directs it, and as 
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the line managers who must under- 
stand, accept, and apply it. A manager 
responsible for results will attain those 
results better if he also recognizes his 
responsibility to the workers who help 
him accomplish his mission. 

The line manager is completely in- 
volved in every phase of the employee 
relations program. It is the manager, 
in his day-to-day activities, who deals 
directly with the workers. The mem- 
bers of the central personnel office con- 
cern themselves with the factors affect- 
ing people. 

Needless to say, policies and pro- 
grams concerning the employees are 
formulated at the worker level al- 
though they are formalized by the 
executive group. Similarly, personnel 
problems must be met at the opera- 
tional level. These problems cannot 
be isolated and transplanted to some 
central office. Rather, a central per- 
sonnel staff serves best when it does 


things through the manager, not ior 
him. 

This dual relationship in a common 
program is sometimes confusing. To 
clarify it, Figure 1 outlines the com- 
plete employment procedure. It covers 
the program from the time the new 
worker is hired until he leaves. Each 
separate step is listed and the work of 
the line organization is indicated by 
an (L) and the work of the personnel 
staff is marked with a (P). 


Correct attitude important 


So much for the functions of the 
manager as they relate to personnel. 
Rather than belabor the manager’s 
technical responsibility to the com- 
pany’s personnel program, let’s now 
play the other side of the record and 
consider the manager’s philosophical 
relationship with the personnel pro- 
gram. 

Earlier we suggested that in many 
situations managers don't manage. 


It is a significant coincidence that the letters “U” and “I” both occur in the word, “business”— 
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‘long this same line, let’s submit also 
tiat in the minds of many managers 
throughout our companies, the notion 
persists that we still run our com- 
panies. This is a carryover from the 
past. It is not necessarily true today. 

The day-to-day operation of our 
business is no longer left entirely to 
the manager. He cannot do what he 
pleases, the way he pleases. Condi- 
tions being what they are, he has to 
adjust his manner of operating to co- 
incide with the facts of life as they 
exist today. By what people accept as 
right and proper, he must manage his 
activity. And today people don’t like 
bosses who boss. Therefore, he cannot 
order; he must ask. He cannot drive; 
he must lead. True, he is still wield- 
ing the baton but the people have a 
powerful influence over the selection, 
the amount, and the tempo of the 
music played. 

The autocratic owner, the hard-hit- 

(To page 84) 
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THE LINE MANAGER'S ROLE IN THE 
EMPLOYMENT PROCEDURE 


In regular day-to-day conduct of work, help create reputation that 
will attract applicants. 

Develop sources of qualified applicants from local labor market. This 
requires carefully planned community relations, advertisements, and 
active high school, college, and technical school recruiting, including 
participation in career programs. 

When vacancy occurs, or new job opens, prepare requisition outlining 
specific qualifications necessary to fill particular position. 

Conduct skilled interviews, give scientific tests, and make thorough 
reference checks, etc., using requisition and job description as guides. 
Screening must meet company standards and conform with employ- 
ment laws. 

Refer best candidate to manager, after physical examinations and 
qualifications for the position available have been carefully evaluated. 
Interview and select from candidates screened by Personnel. Make 
specific job placement that will utilize new employee's highest skills 
to promote maximum production and job satisfaction. 

Give new employee preliminary indoctrination about the company, 
its policies, benefits, and necessary regulations. 

Give new employee local indoctrination with specific details regarding 
assigned job, explain “our customs," and introduce to associates. 
Instruct and train on the job according to procedure which has 
proved effective. 

Schedule orientation classes for new employees in order to impart 
company information, such as history, background, and philosophy. 
Follow up, develop, and rate employee job performance; decide on 
raises, promotion, transfer, layoff, or discharge. 
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—a significant reminder that business today is a matter of people working together, not authoritarianism 
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Without an _ intelligent, coordinated 
control program, working files keep 
on expanding into hallways, cellars, 
warehouses. Additional file clerks 
must be added, space is required--- 
all for lack of a program 
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How to establish an efficient 


retention program 


A records control program, if it is to work, must gain 
the support and understanding of every department; here 
are some methods by which such cooperation can be won— 


by Robert C. Ferber 
Webb & Knapp, Inc., New York 


BUSINESS records are the recorded 
memory of activities of the past, and 
plans and promises for the future. 
They are also very largely the commun- 
ication media for accomplishing those 
activities, plans and promises. Thus 
they serve a dual purpose: At first 
they are working tools; later they be- 
come stored files or archives. 

For business and legal reasons, rec- 
ords must be stored for varying lengths 
of time. However, records retention as 
a business service will fail if all copies 
of all records are kept indefinitely. 
The files will then be bulky, inac- 
cessible and too costly to maintain. 

It will also fail as a service if records 
are not kept long enough. 

Both extremes are the result of too 
little or no retention planning. A sound 
program of records retention attempts 
to meet in the most practical fashion 
both legal and business requirements. 
It further attempts to do this at the 
least overall cost. 

“Overall” is an important word here. 
It implies, on the one hand, that it 
may be economical to store a batch of 
records without weeding out useless 
papers. This will be true if the total 
savings achieved by the weeding-out 
process do not compensate for its cost. 
It implies, on the other hand, that 
it may be cheaper to throw away a 
batch of records even if one record in 
the batch may be needed again. This 
will be so if the cost of maintaining 
the records far exceeds their probable 
value. 

The cost of filing and transfer stor- 
age has been evaluated many times on 
an average basis. The literature con- 
tains numerous articles on the subject. 
Manufacturers of filing and microfilm 


equipment frequently publish beauti- 
fully illustrated pamphlets on the sub 
ject. We will be concerned here with 
the practical approach to the problem. 

A. — The Apparent Problem: 

1. Working files become crowded 
and continue to expand. 

2. Records overflow into hallways, 
cellars, warehouses. 

3. More file clerks are needed to 
attend to the expanded files. 

4. These are just some obvious fac- 
tors. However, there are several hid- 
den ones. For instance, if everyone 
knows that nothing is thrown out, 
there is no incentive to record special- 
ized data in convenient summary form. 
As a result, the files may serve as a 
very inefficient storehouse for all writ- 
ten matter. 

B. — The Real Problem: 

1. Lack of an overall systems and 
procedures awareness. 

2. Lack of management communi- 
cation between departments—i.e. iso- 
lated spheres of influence. 

3. Tendency to hoard records for 
the originator’s “protection.” 

4. In short, records accumulate be- 
cause nobody has the desire or the 
authority to control the retention of 
records. It is an unpleasant but very 
necessary housekeeping task which 
must originate by top management 
decree. 

5. When the attempt is finally made 
to control records because of over- 
crowding, an interesting truth comes 
out: Since records control is the largest 
and most far-reaching interdepart- 
mental job, the way it is done reflects 
the way the departments pull together 
as a team. 

6. To sum up, good records control 
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aid effective organization with high 
morale are synonymous. In fact, the 
records control of a company gives a 
clue to its organizational effectiveness. 


Seven major obstacles 


Assuming an executive realizes that 
records control must be established, 
these, then, are the sort of obstacles in 
his way: 

1. Habit—“This has always been 
kept; we cannot throw it out.” 

2. Disagreement—“You and I know 
this can be destroyed, but Joe over in 
Sales won’t let us. You know how he 
is.” 

3. Fear (individual) — “I have to 
save these memos, so that I can prove 
I did the right thing ten years ago.” 

4. Fear (collective) — “We must 
save everything. One can never tell 
when we might need any little scrap of 
paper to help us out of a legal difh- 
culty.” 

5- Lack of Knowledge—“I don’t 
know whether they save this in the 
Engineering Department, so we hang 
on to it.” 

6. Lack of Design — “This depart- 
ment wouldn’t have to retain this doc- 
ument except for one figure which is 
not on the order copy.” 

7. The Squirrel Effect — “I know 
this is in the department’s file, but I 
want a copy in my desk too.” 

These are formidable obstacles, yet 
they will all be encountered — and 
more. If little overall systems work 
has been done in the past, the staff 
concept of operation will be lacking. 
Take a supervisor of long standing. 
It will be difficult to convince him that 
anyone from outside the department 
can tell him what to do in his depart- 
ment for the good of the company. 

Again, things may be so bad that 
there is actually a rivalry between de- 
partments. In that case, it may be im- 
possible for anyone but the president 
himself to coordinate a records reten- 
tion program. 

Records control is an unpleasant, 
interdepartmental function. It must be 
coordinated and maintained by sheer 
stamina. Unless a company’s organ- 
ization functions very smoothly, out- 
side assistance may be needed to spark 
the program and get it established. 
Otherwise lack of cooperation and petty 
squabbles will let a fledgeling program 
collapse. 

Fortunately, several sources of out- 
side assistance are available: 

1. Records management consultants. 
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An interdepartmental committee is almost a must for an effective program 


These firms specialize in the field and 
have the necessary experience. 

2. Management consultants. These 
firms will be strong in coordinating 
and consulting technique but may or 
may not have actual experience in 
records control. 

3. Accounting firms’ management 
services departments. Every major 
accounting firm has such a group these 
days. The abilities available here are 
similar to those of firms specializing 
in management consulting. However, 
most of the work is done for clients of 
the audit partners. Therefore, know- 
ledge of the client’s systems and pro- 
cedures is already available before the 
beginning of the engagement. 

A much greater advantage of this 
source of assistance remains to be 
stressed: The management services 
group can obtain advance information 
on the relationships within the client’s 
office from the resident auditor. This 
will aid them immeasurably in formu- 
lating a records control program. 

4. Firms with sales interests other 
than that of the service itself. These in- 
clude forms companies, manufacturers 
of filing equipment, microfilming 
equipment, etc. They perform useful 
functions and should ultimately assist 
in the development of better forms and 
new methods of filing and_ storage. 
However, in cases where the lack of 
records control is really an organiza- 
tional problem, one should not gener- 
ally rely on these firms exclusively for 
outside assistance. 

Whether outside assistance is ob- 
tained or not, certain methods of ap- 


proach will work well. The overall 
object is to provide what is lacking — 
teamwork and an overall, company- 
wide systems awareness. 

1. A high executive, possibly the 
controller, should interest himself in 
the project. 

2. An interdepartmental committee 
should be formed, consisting of people 
who are highly regarded in their own 
department. 

3. The executive might be the com- 
mittee’s chairman and serve as a link 
to top management. This is desirable 
because many records retention deci- 
sions will be found to be top manage- 
ment functions. 

4. The company’s legal counsel 
should be a member of the committee. 
He need not attend regularly but 
should provide knowledge on legal re- 
tention requirements. 

5- The outside consultant, if any, 
should be a committee member—prob- 
ably its secretary. 

6. Minutes should be kept at each 
meeting. These need not be excessively 
formal but should record decisions and 
progress. These minutes should be 
distributed to the committee members 
long before the next meeting. This 
will remind each member to carry out 
any agreed-upon duty or inquiry and 
report back to the committee. 

7. A complete inventory of all filing 
areas should be obtained. This is most 
easily done by requesting that each 
department fill out a suitably designed 
form. 

8. The outside consultant or the 

(To page 82) 
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ONE OF the problems facing any 
company that requires major office 
space in rented quarters is adapting 
existing space to its own requirements 
—a problem not faced by the corpora- 
tion that builds its own office to its 
own specifications. The concern that 
creates its own best possible function- 
al layout, and then constructs its 
building in accord with that layout is, 
of course, in an ideal situation—but 


By proper physical and mechanical conditioning of 
existing space, a company moving into rented quarters can 


gain many of the advantages of a custom-designed of fice— 


by Kenneth H. Ripnen 
President, Kenneth H. Ripnen Co., Inc., ew York 


it is a situation which is not feasible 
for many concerns that require space 
in city quarters. 

Such a company must create the 
best possible space arrangement in 
terms of the space limitations of the 
existing building, and then condition 
that space to meet its own needs. 

If the company is large enough to 
take one or more floors within a given 
building, much can be done. Strvctu- 
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Conditioning space—first step 
in achieving ideal office layout 


rally, alterations cannot be made in 
the building, but in terms of physical 
and mechanical conditioning, offices, 
even in an existing building, can be 
almost custom - designed. Thus, the 
first requirement, a basic circulation 
pattern which makes every unit of 
space on the floor available to build- 
ing service facilities—elevators, wash 
rooms, etc., can be created by the 
company. The spacing of the under- 
floor ducts which supply power and 
telephone connections to desks through- 
out the office area can be stipulated 
by the company. The overhead light- 
ing system can be laid out and in- 
stalled by the tenant, as can the air 
conditioning system. 
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Overall floor plan for typical floor in office space discussed in this article. 


Note how semi-public 


corridor extending around CIC Cycle Section and Calendar Receivable Section makes central service 
facilities accessible from all areas of floor. 
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Fluorescent light fixtures are laid out in a modular pattern; fixtures in interior general office space 

are coordinated with structural module formed by columns. Thus layout rearrangements will not 
call for changes in lighting fixtures, even if partitioned offices are created. 
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Desk clusters are controlled by lighting and underfloor duct pattern. 
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Parallel underfloor power and phone ducts set at nine foot intervals permit 
flexibility, and yet offer a degree of control over space, since desks must 
be placed adjacent to power lines. 


In modern office planning, which is 
aimed at flexibility of space, we feel 
the best way to achieve such flexibility 
is by use of the modular principle in 
installation of all mechanical facilities. 
Thus, installation of lighting fixtures, 
underfloor ducts, and air conditioning 
outlets and returns are all coordinated 
with the basic building module—the 
span between columns—so that any 
future rearrangements of space within 
the office will not require alterations 
of these facilities. They will serve 
equally well, even if the basic interior 
floor plan is changed radically. By the 
same token, maximum use of movable 
partitions for private office areas will 
make possible changes in the private 
offices at any time that such changes 
are desirable. 

Using a typical floor layout in the 
Commerce Building in New York City, 
we can see how these principles are 
applied to existing space to give the 
best possible office space plan for the 
tenant, a major American corporation. 

The objectives outlined for this par- 


ticular space planning assignment 
were: 

1. To create an office layout to pro- 
vide for the best functional layout and 
space disposition plan, making the 
most of the existing or proposed build- 
ing’s limitations. 

2. To provide complete office layout 
flexibility within the limits of pre- 
scribed office space standards for pri- 
vate offices and general office workers. 

3. To provide proper physical (ceil- 
ing height and partitions) and me- 
chanical facilities (air conditioning, 
lighting, sound conditioning and un- 
derfloor ducts) for office workers’ eff- 
ciency and comfort. 

4- To coordinate the physical, struc- 
tural and mechanical design conditions 
with the proposed office layout plan 
so as to influence the use of the office 
space. 

5. To include a system of space 
identification and allotment through a 
room numbering and area pattern for 
use in space control. 


The exhibits show how the build- 


ing’s fixed structural framing layout, 
its window modules and core area 
building services are reconciled to 
these space planning objectives, and 
how the suggested lighting pattern, 
air conditioning design and underfloor 
ducts are also coordinated with the 
building plan, and the goal of office 
layout flexibility. 

The four sections following below 
demonstrate our solutions to: 

1. Basic Office Layout Plan show- 

ing equipment and partitions. 

2. Equipment, Partition, Under- 

floor Duct Plan. 

3. Electric Lighting and Air Con- 

ditioning Plan. 

1. The Basic Office Layout: <A 
semi-public corridor for all employee, 
visitor and maintenance traffic about 
the floor was first created for accessi- 
bility to elevators, stairways, toilets, 
service closets and all departments of 
the office. With the addition of a room 
numbering and area pattern, this be- 
comes the permanent office space dis- 
position and control plan. Basic circu- 
lation and corridors contemplate ma- 
sonry partitions and all other parti- 
tions are the flexible type. 

2. Office Equipment, Partition, Un- 
derfloor Duct. This indicates how all 
offices, other than top executive offices 
with fixed masonry walls, are created 
by movable partition walls, which af- 
fords flexibility even in private office 
space. Breaks in the hung ceilings that 
conceal air conditioning and lighting 
installations, also delineate private of- 
fice and general office area. Since pri- 
vate office dimensions are coordinated 
with the basic building module, widths 
of each private office can be any di- 
mension that is compatible with the 
window spacing of approximately ro ft. 
Partitions for private offices at the 
window areas are to be of ceiling 
height, while railing or dwarf-height 
partitions (4’ 6” solid material, and 
15” glass) will be used in interior 
general office areas. 

The underfloor duct pattern employs 
parallel ducts at g foot intervals, which 
can furnish electrical and telephone 
outlets anywhere throughout the floor. 
Assignment of “room numbers,” which 
actually delineate structural bays ex- 
tending from corridor to window wall, 
indicates how space is designated in 
preliminary layout planning in order 
to determine units of net usable space 
available. 

3. Electric Lighting and Air Con- 
ditioning Plan. ‘The electric light fix 


(To page 74) 
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Well-greomed letters create 
immediate good impression 


The most persuasive letter 
is the “competent” letter—per- 
fectly typed, centered on the 


page, clean and crisp— 


WHEN somebody writes you a letter, 
what's the first thing you notice? It’s 
probably not the tone or clarity or the 
friendly “smile” that the letter conveys. 
No, the first thing you notice about the 
letter is the most obvious, taken-for- 
granted item imaginable—its general 
appearance. That first glance is when 
the important impression is made, and 
it is vital that this impression be a 
favorable one. 

Now I'll be the first to admit that 
it is the typist’s responsibility to set the 
letter up properly on the page; to use 
the correct letter style; to proofread 
thoroughly; to turn out a well-groomed 
letter. In short, the typist is expected 
to submit a mailable letter for your 
signature, a letter that is attractive, 
neat and correct, a good-will emissary 
for your company. 

But wait! Even though the typist 
does the manual work involved in 
typing the letter, you, the office mana- 
ger (or whoever the dictator of the 
letter is) are ultimately responsible for 
the appearance of your letters—from 
stem to stern. You are the one signing 
them; and your signature implies at 
least two things: (1) that you take full 
responsibility for what appears in the 
letter; and (2) that you have the au- 
thority to demand that the letter is 
properly executed in the first place. 
It’s to this “authority” of yours that 
this message is directed. Here are 
points to ponder in sending mailable, 
well-groomed letters. 

An effective letter should bear all 
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Conclusion— 


Here’s your check list for 


better business letters— 


by Norman F. Kallaus 


Department of Office Management, State University of Iowa, lowa City, lowa 


the essentials of good letter writing, but 
a little more, too. It should, by all 
means, be mailable, so that it builds in 
the reader's mind a pleasing, positive 
attitude which reflects the efficient 
organization from which the letter 
comes. This type of letter shows in- 
terest in the reader, that care has been 
and will be taken in the handling of 
this and other important business with 


which both parties are concerned. In 
such a case the writer implies that the 
reader is considered important to his 
(the writer’s company’s) operation. . 
But do your stenographers and 
typists know what a mailable letter is? 
For that matter, do you? 
In addition to fulfilling all the re- 
quirements of a well-written letter, the 
mailable letter is: 


STATE UNIVERSITY OF IOWA 


COLLEGE OF COMMERCE 
IOWA CITY 


June 25, 1958 


DEPARTMENT OF OFFICE MANAGEMENT 
AND BUSINESS EDUCATION 


Office Research Associates 
liu? Kansas Avenue 

Capitol Hill 

sosworth, Missouri 


Attention Mr. Charles Kuhn, Jr. 
Gentlemen 


This 1s a block-style ietter’, Notice 1ts simple lines, its 
straightforward, modern look, 


It's easy to type, too--no paragraph indentions tor wasting 
the typist's motions. And yet 1t retains enough of the tra- 
ditional letter style to escape tne "too-radicai" tag wnich 
some people attacn to tne NOMA Simplified letter. 


Notice, too, the absence of umnecessary punctuation after the 
Ssaiutation ana tne closing. dust another way o1 simplizying 
the mechanics of modern correspondence. the placement, too, 
bears a secona glance, Joesn't it look like we proverbial 
picture in a frame? 


I believe in the inevitadility o1 gradualness, whatever that 
really means. [ry tnis style. Once you've simplitied your 
letter style tnis far, you may even decide to go one step 
further and try tne simplified ietter in which 


(1) all typeco lines start at tne left margin; 

(2) the sunject line in solid capitals replaces tne saiuta- 
tion; 

(3) the complimentary close is omitted entirely. 

Let me know now you like tmis simple, modern letter style. 


sincerely yours 


or pee: eh Mere. 


Zi f 
Norman F, Kallaus 
as 


Figure 1. The “Block” style letter, without unnecessary 
punctuation at salutation or close is becoming more 
popular in business correspondence every day. 
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Sloppy letters get cursory readings. 


(1) typed on appropriate _ sta- 

tionery 

(2) set up using a modern, cor- 

rect letter style 

(3) properly placed on the page, 

and pleasing to the eye 

(4) divided into well-balanced 

paragraphs 

(5) free from noticeable erasures 

(6) devoid of strikeovers 

(7) checked for correct spelling 

of words 

(8) punctuated properly 

(9) thoroughly proofread. so that 

every sentence makes 
sense 

(10) the kind of letter that you 

are proud to send. 

These are fairly simple ideas, it 
would seem; but this concept of mail- 
ability is certainly much disputed and 
misunderstood. There’s a good deal 
of rationalizing about what is and 
what isn’t mailable. The term means 
different things to different people. 

If your standards are high, there 
shouldn’t be much leeway. Either the 
letter is or it is not mailable. If it is, 
send it; if it is not, have the letter re- 
typed. 

Here are some ideas that you can 
use to determine whether your letters 
are mailable. The easy-to-follow check 
list (Figure 2) and diagram can be 
used to detect trouble spots in the 
grooming of your letters. Keep a copy 
of the list in your desk drawer to 
double check on your secretaries, to 
keep them on their toes. Make sure 
that they have copies, too, so that they 
know what’s expected of their letters. 
You probably would also want to place 
a copy in your correspondence manual 
so that the check list is widely distri- 
buted and used. 

An effective letter is a well-groomed, 
mailable letter. It is just good busi- 
ness to give attention to the appearance 
of the letters going out from your 


$2 


office. The hints for good grooming 
listed here should help to make your 
grooming job easier. 

Just as the Army is said to “move” 
on its stomach, so does the office 
“move” on paper. The office manager 
deals with paper work at every turn. 
Consequently, he should be an authority 
on the subject of paper. His letters 
involve the paper used for typing the 
letter and the envelope for sending it. 


Paper requirements for letters 


Keep these points in mind when 
choosing your stationery: 

Paper use is the prime criterion in 
selecting paper, but, of course, the in- 
dividuality of a firm should receive a 
great deal of consideration. Consider, 
too, these ideas: 

1. Use white bond paper for your 
letters unless you are in the advertising 
business. Then almost any color goes. 

2. Choose the standard 84 x 11-inch 
size. This is the most common size, 
fits into files easily, and is less likely 
to be lost than smaller or odd sizes. 

3. Bond paper is a “must” and be 
sure to specify rag content of at least 
25 per cent. This paper quality permits 
better erasures and gives a much richer 
appearance. Besides, it is more durable 
for permanent filing. Sometimes the 
“feel” of the paper can tell the reader 
more than the words. 

4. Get a 16 or 20-pound substance of 
bond paper. This is light enough for 
multiple-copy making, yet heavy 
enough for whatever other use is ex- 
pected of your letters. 

5. Test your paper before selecting 
it. Give it these tests: 

—erasing test. Bond will take a 

hard, rigorous erasing. 

—writing test. Write with ink on 

the surface that was scratched 
during erasing. Here a good 
paper stock will not blur or run. 

—tearing test. Check the edge of 

the sheet for sharpness or soft- 
ness after tearing. If the edge 
is soft and fuzzy, the stock is 
of rather cheap quality and may 
not wear well. 

—snap test. Usually the sharper the 

ring, the better the stock. 

Here is where rugged individualism 
takes its plucky stand. Some men want 
wide printed letterheads, some narrow, 
some lopsided. Your letterhead should 
clearly 

—reflect the personality of the com- 

pany through the proper use of 
color, trademarks, symbsis, let- 


tering, and correct choice of 
typography 

—express the company’s integrity, 

character, and stability through 
proper design 

—show an awareness of your read- 

ing audience. 

The design of the letterhead is a 
technical matter. Enlist the help of a 
reputable printer when choosing your 
design. But keep it as simple as pos- 
sible. 

Tradition, economy, and common 
sense have all decreed that we do not 
use a letterhead sheet for the second 
and succeeding pages of a letter. Plain 
bond paper, of the same quality and 
substance as the letterhead, should be 
used. Just in case the letterhead and 
suceeding sheets of a letter are separa- 
ted, be sure to include at the top of 
these pages the 

—name of the addressee 

—page number 

—date 

Use the same quality and substance 
of paper for the envelope as was used 
in the letter. If you use a bond paper 
in the letter, use a bond envelope. The 
large number 10 size (94% x 4%”) 
envelope is used almost universally in 
business. Although there is nothing 
sacred about this size, it does permit 
folding the 8% x 11-inch size letter 
neatly in thirds. 


Good grooming hints 


The general appearance of the letter 
will have a good, bad, or so-so effect 
on the reader. These hints will help 
your letters pass the good grooming 
test. 

Placement The well-groomed letter 
will look like a picture in a frame. The 
left and right margins should be even- 
ly balanced, of about equal width; that 
is. Keep your right margins fairly 
even by careful word division. And 
always divide words between syllables. 

A letter-placement guide will help 
the beginner in placing letters properly, 
but it is important that your typists 
learn placement by intuition which, of 
course, comes with typing experience. 

Here is an easy-to-remember rule of 
thumb for letter placement: For a 
short (0-100 words) letter, use a 2-inch 
margin; for an average (100-200 
words) letter, use 1¥2-inch margins; 
and for a long (over 200 words) letter, 
use a 1-inch margin. And _ estimate 
them! 

On the envelope be sure the ad- 
(To page 80) 


OFFICE MANAGEMENT 


. ie 
ee: ae 
Bik mo | 
ar = } ; 
ee = Pics > j 
Pek Pe as : 
= [xz 
jp Q 
Ses, all N 
eed aa \ 
Sparta ie Z ~ 
ie ee. Phan: © aeeamecrate abt 
i a at aeishaseteteterceecererezseaerrrnonrtototetotetetetctatetat.tats0 emteranareteretesecieesessgesnomneoe ronan atatet 
ae i Sen ee a 
roe . a Hines Suoshaiaassee 
Bore 
Mey i) 
; —— 
i: ttc ae 
ree eee 
aa ae 
af 3 
Pepe 
So . ao 
er he 
ae ae 
as 
Say: 
3 at ae 
fae , if 
me 
if ie 
aa com 
Hae ae 
—, Aaa 
ine ; of Sir 
ut & parks” 
et ane 
oe ear dsibes ‘ L 
ee 
te ag et be ‘ 
po oer ae 
ap ai 
ea gare | 
anes 
Se er Se 
AO Oe: eg 
Eyer ee 
ee 
ae 
ae ee 
x 00 
per ake 
ols: 
ae : 
. shy Nas 
> ie ie 
uaa a 
Bay gy 
il. a 
See 
‘ yd - 
oe: 
eae ay 
a 
i. ee ate 
F a 
as hae? 
lee ; 
oo ae 
Sy oo a 
, a oe 
; ae EB 
ae. ge 
4 Se Ae 
ma ie + ‘ 
ars Be 
oer bes eC 
Pe 2 = 
se. 
ig ; 
tad! Pe oe 
wi avs oa . 5 : ; 
a is _o — | gwen : a ee | Bs oie ae Tad : aa. Bee 
Pa n, "Fe _ ms | . ,. ; : oe ie er a iu “ F = 
gig. Ops ea : ll . 2 oe ae lll 


hoice of 


integrity, 
through 


yur read. 


ead is a 
elp of a 
ing your 
2 as pos 


common 
e do not 
e second 
er. Plain 
lity and 
hould be 
ead and 
e separa- 
e top of 


substance 
was used 
nd paper 
ope. The 
x 4%”) 
srsally in 

nothing 
'S permit 
ize letter 


the letter 
-so effect 
will help 


yrooming 


ed letter 
me. The 
be even- 
idth; that 
ns fairly 
yn. And 
syllables. 
will help 
properly, 
ir typists 
vhich, of 
(perience. 
rx rule of 

For a 
» a 2-inch 
(100-200 
margins; 
is) letter, 
estimate 


» the ad- 


GEMENT 


Pe ee SS ec bet 
ee 7 i ‘ ) » ss . a q i ; « + A _ 
ie z ~~: a " J s , eae ~ SM heiian ik ae Ys - 
Sh ae, _ ? - 2 Se aie 3 See «i = 3 ef 
Ping ae 4 tote 4 we ¥ J : " ers oi 7? ne Ae ‘ol. 
i ‘ Be ‘ el re ‘ih Wag a oe hy & ¥ Pt a . “4 7 ' eet F as 
= eee site. is Caine a 4 | “ ; cay ; — , E | Ye vias 4 
er ae F ee. 3 ik ae oe P ; <4 oo 7 - geese | ame. 
pee ke . Bi i Re Ce ae } ae: — 4 
5 iia ce a P eee ae eee Pa, yi a a. a 
es Bay iy S q % Sea aly nt = er ies } ‘ Or ame ome Ls a si ; 4 
> ae re : 2. ae su 22 Sana +) fe pe te eee hae eee | ee ea <5 
ey a : i ae [can e: a - : sry aa as 4 
es pees oe . ae ek a Ae teed 5 Sa a en ee i 
8 me . 7. |\|° a a 
2 me See es a Z : 4, % ae pee hes ‘ = Z = oad g b ac! Ae i 
colt BS pein a ye = - boa x i; ae oF r yA a ay gee = “ rae 
a ; é ee = ; =a i a eee aoewe 1 be a 
Oe a ° ' pd Box a ; q ss | oe, Se b 
= : =. . * ia aay wy b Pakechsea! | : ¥ ee ee a ; a : - ae 
i. 4 sy ‘ -_ Phe || ae Bo ee a aS z 
ae ‘ a ty ia ; oi ee zB. ——— P.M x2 
E x = ; _ Bigs oes oye i fi = ee , ; Za ae a? 
[an eae: io : j ee ae ees pha A see ee 5) See pest a 
- 3 = # : ey || oF ie 2 ee ly a 4 
= 4 ia aM n sh a ee | ren” oer re: Pee : sd f 
os a tae 4 Pe. ay hs age q ise re a re | ee a t. 
= ‘ roa i tes a cag I S os eile po eee q mA. a tel 
er a = : q u “=” ieee —— ' a - 
y ; = } he a “ z 7 ; : ee 2 i ; - ir a 
ee i by ae | > i 4 a ae eh 
BA; ue PS ee “Te A F | ee ‘<2 ane % 9 ‘& ; 
‘ » Sy a = a Fi P ioe 2." gg PoE he ha it ap, 
as 4 i \ a alee / & > aes Ree i Gi ‘ 
a < : a Pw * 4 — F aes a j Zi _ > 2 = siah 5 = 
Bet : | a ‘3 2. 4 ae Ff a Co as = Te ti be 
ees wee ee ¢ ae =. — a ald i ~ 4 q P Es Te ae a: Bic ' - 
em Be 4 ae oa as ‘ q CP ae ° ag ke aa’ 
See ee ee. fe oan ee a - 2a ne 
ae a BS 4 i 4 ea J : oo 5 _— | —— | 
{ J a - ees Bey i, { a. . > ee = ‘coe. ie hate Ba / 2 - " ; 
Be Ty q “4 3 J 4 is 2 oe J 4 i “Hs - i i ei 
— * ae eee aR a . a ee i oe a -_ 
a es a. a ht ar a j P| aa eo ‘ie & Teo ae me: 
oh x0! if ee pare } a , aa ce ie Ve es ‘ it uae 
a re um Be B17 +. $ 
eee : ee _ 7” "4 ‘oo5) ie i, a. * > ee io ae F Js. E- 
ee. oe x om ‘_ ee: eal : = ae et 2 eae. aR ae re 
ee { 5 Bf eae St eee a Seen *: ae a : 
‘Sg ier aoe é a : Mh : ; Peta th el ie - Sete Sc v4 . 
FY ar | I | | ee 5 aes i, a iS 
qe a ee ee =) a fe ee st oe es @ Bal ee > 5. sae 
f - é _—_ ere ‘ a ies ae ramer jaa ae ae sect 
e _ ea = eee : ia ee | oe al Ban eves . a 
ee ae : te ds a ae pia reo: | = tes 
a ne: a —_ sae a : ae ; a gale ee ee |e i , Wi. 
i =i =~ a bn uN ¢ a - oN Sh 28 = = 4 4 ; 
t ce es : a . \ : a ee ij f ve a eae = er 
eee any a a Pe at 4 ’ : Vee te wet 
glia. ee : 3 F eee ; 4 = si Pa ee! 7 
¢ ami me it . ier. { ae : a aa oe a gen 
o- hare a i a, , a 8 ; as pong eee: ven aie 
, . a) 4 : a - ‘7 om Pat. ea = a a 7 
i * a ae ‘ a ; Ps.” ‘5 : ae ee aoe fa Sa 7 ee MLSE 2 
i na ag ee 4 & i 5 a 0 ‘ so focas By ; ian ze) a "tae a. ‘ bree 7 
= “i eS, ee ‘ae ke pe pe ee i ga ter eS a 
2s & 4 CT. — = — i 
wf ee asp: aan an *: .. age ees “oi cs. 
ve ble ae 7 ie y q eae ae nie id ay aA 
er i 7 i a Sanh. “elie a oe Cae j ie Pa 
i Li 4 a Ee ie: @ ij Pala ee og _ a ace 5 ea 
ics egal oe ee a ; = et eee ' 5 ’ Ses ast KS -_ i IEE Bi tee, oe ae 
ci ae Of c : “<< ae ee, = ‘ Soe rt ed : ae id si t 
“naam a) om eee 2 ? ee ae = Pa — > a Z 
ee 1, 5/op" i ‘ t , i P= a) ee a ini a ie: ‘a i ae 
ae : a s - rs ee ar tog F | Pe , 
ae ‘i 7 ui ra ay TPP ee ee i, oie r ret ail a ‘. 
ie is ; ; : ee Se ctcoes | Sr: > a ae), : £ 
a 4 ee Me ‘i , = a an. q a s a a 
ra : ae ss: — wer So eS 2: Py. med hae - % 
is roe =, . <i ay ite — ery Ba . Me z oe 
| Pl. a es 3 alt ——. : . 3 
PRBS, je ski : = hl aia ee | | ae Baa. 4 a 
G -— oS s 1 2 i | | ee Reg wee mS a i iu 
at ‘. ees IE ' : a ks az 
. a ae c gaia iammatots | |: ane “ie — | ae £ 
& , g : a iy a ee oe ; ‘ id PY = : 
_ es ce oa a ST 5 it ae a4 f a 
vee y oe ae ae) ee ee va 4 —_ < i 
er et ‘ ails 7 a ae ae my ee aa a bs 
a go oe ; ; q ia : tee: aa So ae ati 
7 25 eg @ - Ks é ; 4 , “a8 ae . . ie any ~ 
a Bs E a : = y 2 = wee aE e ae ies ae ' Re te Seve. 
Biase ; = : 23 eae ihe) ; ae x, ree rr 
rae” = " a 4 an eas ASS eat ‘ fen oa) _ 
eh eee. : ; el 4 ia > z " a! ' Pi. a A oe a ae ae on 
ns 5. +39 ce . a Paka % ae : es eS < i 
“sf ioe — a eat? at : on 5 ey ’ 7 4 ae ashi 
reas 4 cae S| ait: a ae Re arn 
a a + ep eae tae ae head a | An Se im, ee oe eee 
ete ; mei te a8 oy eae % Pee: Lf : i ; ees 
be ee : oe <a Beas 4 EY Ss, i 7 
ieee 2 aan a be a ; e-l  e ; ie ” i 
a oe ae ‘ see ie ; we ae aan Ag . a, oe 
a 7 gS aa 2 Pe ae & a Bes ’ : a es oe Ee 
_ os a i is ar ; i ae Be Be te, : ao vey ee 
ee Bis ig ae. re e AF i | tat oes wal os y ‘ Pit 4 Re ; a 
ae | x zt {pee 7 Pe f J ‘oe > an ws} a), eee 
he a aes Ls. — @ ie : J ire " 
eas a z 2 Be, <g 7 eee: “fone a { > ak oe er as 
a eee ; i = ‘ae WY See Bea Soe” a ee 
Re es Ta eee ] Se Fee a a a Oh Oe Sa ‘ ar ce ead 4 P aioe 
po ae 5 ae ma vive , Aes. Be ee. ony eee T ; ae 
alae eee ee get, | oe, ne es ae Bie z. 
eee ot, Tein ae Dene 6 Nn i eee A ar ae a a ‘i os a 
ae oe Fa 2 ee ee 
i is, = ee i lage ne NE - Pa oe. , , Wie i 
Roe =, oT ’ — or Ree. ort eee b= oh. : jee? vet ay tpt 2 
coy, C3 . ; Ra ei eh Nene alee eS he Se pa Rha ean ow ae 
Pe aaa pie eee. : aT | as ne - oa ig ies 2 
i ee = aie gh Biya ro See ere me aa oe Wr ae he 
a ae rei ak eee . a Moy 8 eae . 
5. ee t , 3 ei ¥ ener eT Ea a coat a a an : #34 i S a 2 a eer pal 
ae, E e = a a oh + goa i Ec eae -* ee eae 
Saeae Pinas a Ds “eo Bai {RL Cae ‘i — Le : Bt: 
ey gate ‘4 he 8 ae 4 aoe ; = sgt : . as 
ee. a 2 Wh Jae — in : } be io 
Me i. ee pei ois is hy ae ; ee pao "3 . i a ie 
bo! ie i os ‘otis \ Slee My é ae : ae : See: ia 5 ie 
es 4 z oy tas a i rl ie me i Pak. ‘oy, ee Ce ‘ a 5 eS 
ee 5 eM ile Tie — je 5 fe a 7 Ame 
- * F ts oy BI : 1 a Sa # — Ta. geet ames " a, 
“2 Shame ; & -_ = ea +# a i Se ae Sey beg ar ae The 
gee a 4 Ph ® a Gare i ‘a Fe fe al - My, hth -. oe) A a. ‘Sy ag 
tae LaF : a ee oe y eet |e e 4 fa ra ae 2% 
SS + ai ae, CS Oe 
ue i 2 F —— a a as: ee = 
; aie i ’ ae es li Ve asi ae ia Be 
alee eat ee Pa sae j mee ie ae 2 . 
J k, ; lags a 7 es: aE ey: Pee | es ‘ Be F 
2) ‘ Fe its = : a j ee i ‘ j aN 
5 pail hor > ip a 2 35) ; ; tare ry { =o sisal) 
és Bg & i ne a x Ni . “4 = 
2 4 is Pas . ; = -— a er 4 go le ie ae me y 
mati 5: i 4 es. oak ee PH i Be cal . 2 oe 
Be hee tee ae Pa wake ae - jek ; Rida lee Be ‘ 
, ee aes 2 a Seuss Be mae. 5 tg lee re ae 4 
ee 3 ; 5 “y i Seep wy pn aa Ey aie ie: : a 
"i is sh a ee eee Tea) ia be mre i Be, 
~y i. > = 


Oh a ra 
"a 
Baie . om 
q ilu ane ae er q a 
: . -— i ee. Ci i 
Sites: A ee aoe ee - 7 
11D of eae ae " Hy ee a ; y 
fea a aad a pe. Benet. see ian sad Bane ee 
wv ct, Pe oN oi a Beans o : 7a, oes ay ene: 
ah ee Bic = sl one ig = j a & oe ea os f Ad 
mes eS 7 | ae oan ’ ag oi , ee ie ye 
—~, St eee | am By 4 ee ae a p ‘ i 4 o- = @ 
a oe 2 a: ae ee ; : | PO ee —_—* + a 
ee i ie Le i ed 3 as i i 4 ; | é hy br soi =. —_ 
pos ae cae F hes ae he = . A “a 3 ' 3 rs a ig. er Por : Bin. See 
a el (ee a ug ices <a 7 Sry pate = a Mis a ; be i ae 
iT ” theese is io ame og ‘ tae ites oe i> is ne = , eae % 
Ss ne a” = a , Pere ies onan, Me: oS ae + ai 
ak Sues | ed ost a ieee . ites rn oe r See a a Br iy Boa r i 
= ae ae eae 7 we ft a ce — ee ae i ener % 
Were Sy eae ee poe i ae , a ae ae ti i, es 
= + ie i Po Giga me = a yee a a Renin: 7 me ir Be. am eee | 5 = 
a a ) a ee es ge get il ' a eo Al ey ae = w ’ Ea 
- aged ae aa “4 os cae : 7. 2 - are: Fai ae amy" 
a pe ; Sa oad 22 = a . ae ' oo aa Sa ee. rll 
peur. ae a ia a ee = is : 5 eee te i eee an : 
easy Fi ae me 7 > a . Dia i ay... Aan a ill = DAE ig a a iw ui 
Ce a aaa Ae ae | aes Sa oF | eee 7: woke a i = ot a8 
a ea eoee: a a os as § 3 ee ee peas = ie te Se 7 ee} 
a ae ale nn : : | i q i. Se ia ate Ladies ry eee, F oe 
aig gee sable oe 4 moe s: . all ie peo a Bose!" aa i £7 es ee ys. | oat 
ay! ind ee a ‘ay Fe “i ee ee a ane Fe 4 oe Ce ae pelle ; 
hs eS E | re ie _ - a) a ee > r ee, oe es a 
<i " ; us ie Oe, tae oe ae = sae 5 ‘iia a ig ee 
Ta pene! date ? ‘ee i ee age» ei eae is ; 2%. 2 sie Ras, Re 
at ae aay ea ee ae: Bice : is a ee 1 rr 
ah ee a wi ie f a . - a : a “ale i, - F 4 oad a 
sat: et) Te “d 2 ee Bree: —— ee Be ee ne : _ ime cial . 
ey, jaar ee ; ede ' ae ee a Si 0m ee my sel 
wm. ok Si eee a ue Hye q ae ala a oe a a ye See ; a”: aan 
2 aS ae ten: ae i. a oa. er f Des ia is fe 
Begin be ye. she a ae > ee oragene Aer nat a] ; 5 ee ae soah tS 
ee ae ae 0 Ee he si oa adh a ; 7 ne a ee : =. 
hes 2 0: fe A ee Ms ee ee ei 3h Sie sp! 
dee eee eo ih Pree Le vi fs 7 : ee eT. cS ce = 
é : F em en ite J aa att ay 2 A ear Es bie : _—_——— " ‘ 
hed. a ag oe cae None ‘ a — ie. 2 | 
(tae paw eee ag BY, en, a & ge ies a aes Gat Wace i ; oe 2 
7: oe 3 * te < 2 © 
as Ba a Re ac sl a Se ave : #3 . eo: Beta A 4 pe 
a ae ai ; ‘se a ae oe ce oe ae ee Be a. 
ar i eee F Sree tal ea ean ae oe - aad) Een = 5) aa . Pia 
# te = ee os. - a oe F et ee ra) ey oS ; a Jig fs Vag a ae. 4 Ro i. 
Sie Ath “Rega q i etc. ea pe ee eae f aes Be. saa a — ; 
Bin Se : ; ec: : ee F 7 gnt ae ™ ; oa ~g idl re: i Ba : ae 2 aa ey al 5 
pad a: Ss q Bi Wicpeambn: i, i Pe an h oe a : bak Bet ke BS ag ‘il ad oe 
Ne ag ate ier. Ro Soe ae See aa ieee Bie ae 4 a 
A a ieee eae a ee Bi, An oe By ar wah ! pce el oa ae —— 
Beg 0 7 at: ia” ae = hse tee: ama. bn ag na Ba ca ot . oy iad 
sg ae we 7 ie Sore ia a a ee ae e a oe rE Ee i - a, a 
i a ‘ a . : - men Rey \ Pad - | yy ‘aa =) a ei a oa ees i me: 4 a 
, ities icy: : es 7 @ ‘a ae. ee y oa aa ees bi i geomet: Leis ee Re oe rf 
a] Wee a a ee ae es aa ay a. ees: re BA ih gael ye mats Ay sigee! ‘ ae 7 
at : ean >) aa aa 7 pe 7 ae , ee: BES i Pa it soe! ae ie ser a 
3 oe ath), i 7 Se — se gah al pia ea an = aes 
> sie aa a ‘: Vs ee Cree: a a Eye ie : en - . . 
nk tage Bien 4 i a 2 pe, es ug oe =I fa ; : Eats eel ‘< a: = 
é Bae. re a ue “4 — ec ve ies: vay a) F —: a ee a Aa 2 : ee 
Ree wes “gney ‘/ @ac: Sy ee ‘ es ae r Fale a ce 4 i a ad Be 
Cite | ae A 4 + - r ASS Pig): 2% } mA ‘bas ig va hae Bic. if Borin es rio RSs 
— 3 ue | i ae “ + ‘s ae te. as 
“ae ee eo 5 ee } ie Bs Fett ae ; a P Pe 2 paee At. as he 
By oe a i: a ee a es a ai ae ‘ie. a ie oa 
ee ee % ne vit oes ae 7 F . Sa See am ee : ; He eles ae Le ee hs . 
coma a a ete cae -_ a ek : a hae ag ie ee ek al Pate i ea 5 .. 2 ‘ eae 
o ; 4 an ; hee aH Pda i! Sees’ ; ee ra ey ae ek. 
es er wt hie q eae eg Beet cet Serre ye 7 lS se i : nn ag aa ae 
eet Dane |: _ oe: i SOs a ‘ : 3 . Ge ae aS 
hes w or aa = Fe ee ie : re oe 1G > os wee Bie: Ei * y 4 
jy E nae a ae iat i a : \ i aa - TT EX at fee Bags 
epee toe ie ie mae >a ae. : J ee a. ae = 
brs ra ae 2 ie ae ay jot ae eee 3 & a ee - 2s " star Ml Se a a 
oO ihe San & oe yi 5 * a lee ais oh Rue ee aie 2 Te; # Bo ge weak = 9 i 
: ie Poe = eet See ave bare fe: ated , aa eS at os ' a i $ : . ae 
ye te ree geen ot Bi ees eg re r ie aaa ] ‘a ; ee a Bg may (15 “aa ae 
Pite a ool _ :.. 2 oe a Pee : ry RTE ae “ae Meret — oe 
eR et Pea . or i : ~ Yen NN a Pe RAS he i ae Sh aa i a Bea oe : ae 5 
3 Ae er oe ee . Sie ‘ aime iss = in ee he ‘ yee eee ie ee /_ “— Geer ia 
ae od ._ a oe % — % oe ; 
se ee pois a : a te x ie Lee ee By a2 2 x ia Peay 3% ae i 
Lah a Bee ee tgs ‘¢ a ays é CY ay” ee oe Bee Cat i Wed ria : E 
oe _ a ya leas -— — diy 
ca —. ae ie Oe _— eo ae: ek aan. 
} is “do ‘ ‘er my i Pete gt "i ep AiR shied Cs ak ui Cal Bete 7a 2) a 
fe rie, ; * z i ae . 4 Nig es. oe eye Rai: See “<2 a ae 
" , bode Tati a a eat eis: ; i ae r See BB ehlcss raed L~ 
— — 2s ee a 3 ae —_ a 
3 ee Lae af aia => | Se aaa hs ayo Po ee ty 
a mars : ae : ted maa ‘ ay ry Be Ais 8 “0 ae 0) iia ce 
ee eer Se ae er — ; Ei ae ; cid pak, ie ae ry 
aig) Bes Satine Baie), Pe 2) is e bili i See — e 7 chee ae ee aa ae 
Ba! Vie saad pee erty hee ‘ioe Bebe (tae a oe a or |: : eer ian: ot 
Se ae oer “poy ee - 3 its ae — 2 7. 
A. aes B+ ar | oe _— " Saeee = a ® a. 
leas) See a ag ee: 4 : ae Bie ; dual ie a ee - Beis i 
‘ (sige: _ a erg ‘ toi? |i is. ier ye nee ee : Bae 
4 Mee " aa i a ee <r 7” ae dit cca roe ie na a 
re oe - a: a : — ipa i 5 Pe a a eer ; - = 
a aes Mgrs aa am on eo ; ’ = gaa ae a = 
& a Oe pe ee 9 4 . aS . Pe ae Ri gre a ae ve aes 
ie Ba ae Poe al: ee eee ears? et: eo ta 
Pee nga re i Bone’ E i oe 3a i: eee mie 3 ‘ i: 4 Fol , 
oo on -— @ es ie os et . 4 a 
ie coe fe) iG ier Fee. q 3 in ae . ; ie ES i vie fala &@ ya 
“ a = ss |) hee eee a fag tee. iiss e ( i 
ee r J a aoe : hy ae. yu, Sli aa Fr if 3 saan at a ‘ : 
ae es -_ ae eae eagle eae sd ae. ie a ud *% or ie a 2 ‘ 
ae, aa E Ds wee ys. ise 4 oa ya E oe aa Ai 
aS 4 ._  —e en a ae - Cm a a . § 2a ae 
oral ; aoe q F CS hati ce Tv ~~) ee rs vod on ral a oe . yal : =. Te 
“ ib Rig 3 : , ca an je e A: ae rst = Riis fo” te.” a earn a 4 = 
Mewes as oe + Fe : ir ; waa vt ie i me, mus Sy 
ery! ‘oes : ae i “ex e i 2 bs ee a a : ay: 
She ee ‘ie i | aa 5 : ot a or, ti Ki alti os a = ae 
e oie i  : aut “al i “eae a eS ae rc aa , ¥ boa aa ae. ae a 
: vie! me 3-4 ec ie, Peas: ae ae = Pot ied = ne pa a a a a 
Pi Ed a iy ; oe aed # a a. Pate ” epee x = ale ary d si a i es ie 
- eye i ie i a ee ae es ’ aa! vie Bay! , ae 3 ca 
ee al By ey i a a. ale i : Vo ee ier Ye ol : = 
te ng +) ty “ees es fie 7 7 a. cae 3 r - . *Ne ee nS a ea ‘i ae 
ars ry of ed ae ae . a an : is Ma : Ee! ener ae ca Bey a px: ui 
} Fig 7 bee be r a Z ye i pe i heel ae n¢ a» 5 * 
fs ie £ ae, ete a: b i ia ee “ SPs af] = Line, Sea 4 a ie ig 
rf we i Reo. ieee ae. Bae ae! P cf ite Bae “= S :, Sa ki 
2 aa ei Ray a. f te i een eee rae . > a: Sia 
Stet ii a a ee ae a oe r ae a es) ei Cte Va Bee i 
a Se — Ne en Ag F ia at ie ed: Balan me ie ES jee 
Feat me ieee a a: a. ee a, ~ 
ig ae ide : Be ig am Pe Ba nn “0 to Bn, ape . ee geet Ps By 8 eas 
wh pap cA Re 7 Sm sere Sr riie > aaa * Pe =e De — = “a Y at 
he Oe J a i Gee ge - aaa sae on ae a es a a ele 7 
ee ae an a coe ae sy ‘sats , We ae : a a! 
£ a ae ‘ a Be 4 : a See Pe : eee vp Eg a ee . Ei Sa 
+ ¥ a ‘a we, : ee s a ie & or —: ns - Be 
iy a . ae —__ ete — fe sf 4 taal il a =n z sae 
ts ae - -_ cam ~~" ae . — i ie. 3 i 
: § _ Y nee 7 . ; vy: PSS ae a a 
ai Ew " | a ‘ee al eee 7: Ls ¥, aa ae Fare ae 4 ee 5 ime 
a Me ee } ee ce . a i ry a eae bs a ae a a 
3 #) ie jee ‘a Sey | —" ry) a) eee o. it eee (ie or, Poe! ae 
: ay Bi) : ae ae he ae at ree i nd - 
ake a ae 7 a . oo ; =) Meee) Ys arc ee ae 
. - re a et em i Se on aN Va 9 ‘ii Re a ae ae] 1s ty 
ie ow 4 or ae hoe eee . ee = ea ae 
gee Bae 23 ae a a et ee: ee . oa aM 
aa Pe a et ae Pili. eee see ‘Hee oe ie, i a ie Pal 
“gf hs ye a3 Mw: ; Re ae) : Sa a ris a Ag j We. 2 iF a‘ . 
4 Belg 4 ia P OR 6, naa Bhs ois oa iy z cc. = a ao Bag a 
oe ea ha oe oe -_ re pe —— | Ae tis . % fe 9a ole * 
em 2 ‘ —_ E mi ee. | i BS i hes ly. 5 = - 
day eg — - pee J a ae : ate oe Bec. aie Re a i op 
es we cate dai oe, prs 7 aes B aa “ e Bey. aie ce “AR i 
" e ae a aa ef b= area i ee eee? 6 = Brig 1, Bai! ie . vac 
‘ gat ee a et aoa ast ees a is fer oe es ae ay ae Lea i: P 
ark 3 Tie 2 t as = ) %, te ) i z ey Be BY) ed 
we a a ae E a a Se te aD ‘ = foe tor a au 
oe we. je. a pia ee: o, = oa eit ol ae ef. = ' tie 
EES ee y eo ey . Parl “any if yh sal =, ee j hig om a mr om Bet 
Ry Sh :. a . ao ee hes ; ae! 3 oe oe Bes jae oe ee al . ae 7 
2 Bag hs j AD) — es f * - A a 7 Pte ‘ fi. % 
Ca ae a a 4 a ay eel ee, a at: oe J ae? x if ne of ee 
ae El es ae a Ree “5m i ae - <4 he a = a %, Rs ene he 
ae 5s: sis , 14 mee Bees ae .. i cs i oe Ree 3 ,. | an cat Eo ake ere a 
fishes ee ; rn aa Ps 5 ia F ee re Be! eee a 
vig. oy 2 — | 4 x a wig = ie ae ene ae 
ied ‘ a Pk bs oe sy : oY Nene re. Be ae oy, , kaa > | Be - ; are fae i . 
oy teh, Sry She ; > F i, ee eee ae ea, irri adel eee abit See aie Fd tens , ‘+: Re ig ot ea ie <i 
soit ie a i " Sos) Eatin sc oo ss  o . se ieee ae A 
Sh Ans Mie tae r ii 2 - y J Ber . DU ame ae i : aes ieee Be ees en i a a , 
Puss + pes me -_ a: eee = a: seuter i r Fs as ie Jae a eae a tee Lees oe.) “ 
oN a Fs e a eal Kerr i ee eae oo So o 
8 ue ee :. fae * uses Mae ang es Tae A 1a 
Ak 7 Ae i a So a & 5 : Pe Pati 2 yi : part : mee ue 
me mt, i ; eel Bete = Dean, oe ds ieee Aspect a cle ras 
as xi 3c), ee a Sela ae cna: a ek Fao ‘ 1) Sea Z ie cee ve 7 ae 
-_ Th ie eae eee Si i ae Bi Re: a one, al Soe « 
ae a | ee a a . a ae C4 
i ae wi : ir ree Wee Eo aL) a Se . ae * ae 
ae ae = ag eens ioe 3 i aah: oper i _ = Nee 
= io BL ee st dn ae : We es alee i 
Ny a ee Poe 4 , vee oe oS 2 oe! 
c aoe thee ace pet jaf emt " ‘ E a ~ ba oy ean 
aie | eo e Po lw Sea os 3 se a 
a ae a” tee re fuk: Soe fs ais lai MBS 
a Sa ae ; Sele — . ae 
‘a ae : ic ae Pi il es. ae 
: Ps Bese" ees: Paar Re: ‘ig hae 
aaa Pi Be ve i - eee Eo Ae 
a a Oe 
Pa BE: 


, So-So = ila: 
ere one ee 


EXCELLENT PASSABLE UNSATISFACTORY 


ESSENTIALS OF THE MAILABLE LETTER (MAILABLE) (50-50) (UNMAILABLE) 


1. STATIONERY FOR THE MAILABLE LETTER... 


Required: Standard-size, white bond paper. 
Neat, fresh-looking paper (no wrinkles). 
Second page: includes addressee’s name, 
page number, and date. 
Envelope: same quality as letterhead sheet. 


This letter’s stationery is 


2. PLACEMENT OF THE MAHABLE LETTER... 
Required: Picture-in-a-frame look. 
Evenly balanced margins. 
Proper word division. 
Proper paragraphing. 


On placement, this letter is 


3. GENERAL APPEARANCE OF THE MAILABLE LETTER... 
Required: Good erasures; no smudges. 
No strikeovers. 
Clean type. 
Fresh-looking, dark ribbon. 
Even touch. 


On general appearance, this letter is 


4. STYLE OF THE MAILABLE LETTER... 
Required: Same style for all letters in your office. 
Up-to-date letter style. 
Few abbreviations; no unusual ones. 
Avoid needless punctuation. 
Avoid formalism (My Dear Sir). 
Use proper salutation and closing. 


On style, this letter is 


5. “FINAL CHECK’’ OF THE MAILABLE LETTER... 


Required: Correct date shown. 
Legible signature. 
Properly noted enclosures (attached). 
No misspelled words. 
All sentences: complete thoughts and make sense. 


On the final check, this letter is 


| 
| 
| 


| 
j 


6. GENERAL EVALUATION OF THE LETTER. . . . . .. 


Figure 2. Checklist for ““Mailable” Letters 
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Under manual procedures, supervisors, in emergency, become in effect clerical workers 


The role of automation in freeing 


managers for more creative work 


Automation, by assuming much of repetitive clerical bur- 


den of the office, also insures the office against sudden crises 


caused by workers’ absences, and so aids managers— 


by Raymond Dreyfack 


™m of Tabul ing Sy 


THE DUTIES of the average depart- 
ment head or supervisor may be di- 
vided into two main categories: creative 
and routine. His creative functions 
are mainly concerned with investiga- 
tion and evaluation, finding better ways 
of doing things, finding new things 
for his department to do that will be 
of benefit to his company, extending 
the scope of his responsibility, search- 
ing out money-saving ideas in the op- 
eration of his department. 

The routine part of a supervisor’s 
work deals primarily with seeing that 
the system operates smoothly and that 
the work gets out on time. This in- 
volves keeping tabs on the work 
assignments—and accomplishments—of 
everyone under his jurisdiction. It 
further involves the flow of documents, 
and control of the accuracy of transac- 
tions processed. In many instances it 
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is required that in peak or emergency 
situations the supervisor must “sit in” 
on the clerical processing himself, 
check invoices, type checks, fill orders 
as the case may be. For, regardless of 
systems, planning or intention, the 
work must get out. 


Emergency often becomes routine 


Unfortunately, in many offices the 
so-called emergency situation develops 
into the rule rather than the excep- 
tion. Often, in fact, the supervisor 
for a good part of his working life is 
little more than a glorified clerk. Now, 
assuming that the average supervisor 
earns two to three times the income of 
the average clerk, this shows up as an 
uneconomical way for a department to 
be run. Each hour a supervisor de- 
votes to routine clerical processing is an 
hour lost with respect to job progress 


and development. It is also an hour 
during which the supervisor’s personal 
knowledge and experience—the _fac- 
tors earning for him his supervisory 
income—will be of no real use to the 
company. 

Obviously then it would be of great 
advantage to both the individual and 
the company that employs him if his 
break-down of job responsibility could 
be so rearranged as to allow more time 
for creative and productive thinking. 
This could be accomplished through 
any of three ways: (assuming that the 
supervisor is constantly swamped by 
clerical processing requiring his per- 
sonal attention) a) An assistant could 
be hired to aid him with these duties. 
b) Additional clerical help in the de- 
partment might relieve the situation. 
c) A switch to automation might be 
indicated in order to revise the system 
and reduce paperwork. 

The first two solutions of course 
are the most common and the least 
drastic. Under varying circumstances 
they might be the most practical or the 
most costly. A gradually increasing 
work load must eventually reach the 
point where more help is needed. It 
is the responsibility ci <he cost-con- 
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scious supervisor to forestall this ex- 
pense for as long as possible. Some- 
times, however, he may lose sight ot 
the fact that, while doing the work 
himself saves the cost of additional 
labor, he is anchoring himself to rou- 
tine at the expense of the broader and 
more creative duties he was hired to 
periorm, and thus might, in the long 
run, be losing money for his firm. 
There is a delicate point at which 
“pitching in” on the part of the sup- 
ervisor ceases to be an economical 
gesture. 

To get down to the more specific 
purpose of this piece, however, the 
advantages and potential of automation 
in this area are less obvious than solu- 
tions A and B just given. To under- 
stand some of these benefits it will 
help to outline a few of the bottle- 
necks that keep a supervisor tied down 
with routine rather than creative tasks. 


Human emergencies cause extra work 


Let’s visualize a billing department 
consisting of a supervisor, an assistant 
and fifteen clerks. Now, if this depart- 
ment is economically planned and or- 
ganized, as a general rule there will 
be no people “sitting around” looking 
for work to do, or devising schemes 
to avoid doing what work there may 
be. On the other hand, if the work 
load happens to be heavy there will 
be more than enough paperwork to 
keep the billing machine operators, the 
pricing clerks and the checkers busy 
at a good steady pace. 

Let’s further visualize this same 
department on a typically busy day. 
At nine-fifteen or thereabouts the 
supervisor starts receiving phone calls. 
First he receives the intelligence 
that Sally Jones will be out with a 
sore throat. Next a call comes in from 
Mary Smith’s husband. Mary’s mother 
is sick and she'll have to spend the 
day caring for her. And Susan Brown 
won't be in until one because of her 
dental appointment. Unusual state of 
affairs? No, indeed, as any supervisor 
will verify. Happens in every office, 
and always, it seems, when the work 
is piled up high. Aggravating to the 
supervisor? Yes, indeed. It means that 
flow chart he was going to draw, or 
the evaluation study he was going to 
prepare will have to wait another day. 
Or week, or month. 

Oh, well. That’s the way the ball 
bounces. The supervisor, pausing for 
a self-pitying sigh, calls over his assist- 
ant. “Let’s go, Bill. We'll have to pitch 


SEPTEMBER 1958 


in again.” Bill smiles ruefully to him- 
self. Again? That’s all he’s been doing 
since he started work here. 

Well, you may ask, how could auto- 
mation possibly control a situation like 
this? Even with the most intelligent of 
the giant brains in the office, if Mary 
Smith’s mother gets sick Mary will 
have to stay home to care for her. 
And most assuredly electronic brains 
will have little if any effect upon 
Susan Brown’s molars. 

Still, with an automated system the 
supervisor’s burden might be greatly 
reduced. Mainly because with an auto- 
mated system the amount of routine 
processing would be cut down con- 
siderably, that is, the routine process- 


ing requiring manual attention. If bill- | 


ing is done clerically by typewriter 
or key-driven billing machines the 
amount of billing produced will be 
measured in direct ratio to the num- 
ber of people employed on the job. 
Each operator will be responsible for 
a certain number of invoices per day, 
and with three people absent from 
the job, three, four or five hundred 
invoices as the case may be, will be 
unwritten. Still, a// the invoices must 
go out, or the wrath of the ship- 
ping department, the sales depart- 
ment and the plant manager will 
descend upon the head of our poor 
harassed friend and supervisor. So, 
our friend is hectically occupied 
with pitching in and, in his spare 
moments writing out overtime requi- 
sitions. 
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Now let’s assume that instead of 
manually prepared invoices, our sys- 
tem has been automated. If such is 
the case, in all probability the price 
computations will be made by the ma- 
chine, and the finished document will 
be written automatically instead of 
typed. Totals and controls will be 
checked by machine during the pro- 
cessing. Records required for subse- 
quent sales and accounting reports 
will be a by-product of the automatic 
system rather than an additional bur- 
densome hand posting chore. 

Instead of our original fifteen clerks 
we may now require six clerical peo- 
ple and a few machine operating per- 
sonnel. But it is important to note 
that with clerical functions greatly re- 
duced it will be easier to schedule the 
work so that when a worker is absent 
fill-in time will be no major problem. 
So far as machines are concerned, once 
a system is set up and outlined in job 
procedure form any competent ma- 
chine operator will be able to follow 
through. Moreover, machines don’t 
care if the volume for the day is thir- 
teen hundred or two thousand. They 
will grind out the invoices with the 
same degree of dependability and reg- 
ularity. So, with a) less clerical help 
of the type that is confined to a given 
desk or operation there will, from a 
pure percentage basis, be less likeli- 
hood of crippling absences, and b) 
with increased operational flexibility 
(more people trained to fill in more 


(To page 74) 


Under mechanized procedures, supervisor has time for creative work 
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Projections made from survey figures show that the companies you represent employ more than 35,900,000 workers. 


Conclusion— 
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Profile of the Office Management reader 


his role, responsibilities, opinions— 


Survey figures indicate ratio of office workers to non- 


clerical workers is approximately one to four in your com- 


panies, which employ mere than half nation’s work force— 


MORE THAN one-half of America’s 
working force is employed by the 
companies you, the subscribers of 
Office Management, represent accord- 
ing to the survey recently completed 
for this magazine by Fact Finders, 
Inc., independent New York research 
organization. 

According to projections made from 
the sample used for the survey of 
five thousand of Office Management's 
30,000 subscribers (every fifth name 
on our subscription list was selected 
until a total of five thousand names 
had been reached) more than 35,- 
go0,o00 of America’s total labor force 
are employed by companies with ex- 
ecutives subscribing to Office Man- 
agement. Of this total, 7,400,000 are 
clerical employees. 
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Thus, a new authoritative ratio is 
established between clerical and all 
other workers for America’s business 
houses. This would indicate that the 
ratio of non-clerical workers to office 
workers in the average American 
company is a little less than four to one. 

The great spread of facilities that 
were considered “fringe” benefits just 
a few short years ago is also shown 
by the survey. More than 65 per cent 
of the respondents presently have air 
conditioned offices, and more than 20 
per cent are currently planning to in- 
stall air conditioning in the near fu- 
ture. More than 22 per cent of the 
firms represented by readers respond- 
ing to the survey have company res- 
taurants for their employees, while 
more than 50 per cent report that their 


concerns provide vending machines of 
various types for employees. About nve 
per cent of the companies which do 
not presently have such machines 
plan to install them this year. Al- 
though the circulation of Office Man- 
agement is 30,000, the survey indi- 
cates that total readership is in ex- 
cess of 100,000. Over two-thirds of 
the respondents who answered the 
question stated that after reading the 
magazine they regularly passed on 
their copies to other executives in 
their offices. Average number of such 
“pass-on” readers was 2.4 and break- 
down of the titles of executives who 
most often received Office Manage- 
ment as a routine after its reading 
by the primary subscriber showed 
that the three largest groups were 
company presidents, company vice 
presidents, and office managers. Each 
of these categories accounted for 14 
per cent or more of the pass-on reader- 
ship of the magazine. 

The next title mentioned most fre- 
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IN THE OFFICE — 


Swift & Co. inaugurates first nationwide private 


wire communications system in food industry 


Porter M. Jarvis, Swift 
and Company, recently 
touched a button, and inaugurated a 
new nationwide 16,400 mile com- 
munication system utilizing automatic 


equipment for telegraphic 


President, 
Chicago, 


transmis- 
sion. 

This is the first system of its kind 
in the food industry, according to 


Swilt, and one of the few private 
installations now in use in industry 
generally. 


Tying in 55 key cities from coast 
to coast, the new system, which is ca- 
pable of transmitting go,ooo words 
an hour, centers in an array of equip- 
ment installed under the direction of 
engineers of the Long Lines Depart- 
ment of American Telephone and 
Telegraph Company and Illinois Bell 
Telephone Company. The new equip- 
ment increases Swift's private line mes- 
sage facilities by more than five times. 

“This system greatly speeds the 


flow of messages and information 
needed to improve service to custom- 
ers and the public,” Jarvis said. “Our 
business involves perishable products, 
which must move rapidly into con- 
sumption. Speedy communication and 
processing of information are essential 
to us. We now have the most efficient 
communication system in the food in- 
dustry. Coupled with our greatly ex- 
panded data processing equipment, 
this gives us the facilities for more 
efficient operation of our business.” 
Swift has “magic brain” data proc- 
essing machines in 20 __ locations 
throughout the country. This equip- 
ment, now linked by virtually instan- 
taneous only 
speeds accounting operations but 
makes it possible to obtain informa- 
tion which heretofore could not have 
been assembled except by costly and 
slower methods, the company reports. 
The new communications equip- 


communication, not 


. 


ment speeds the flow of messages by 
eliminating intermediate relays and 
providing mechanical switching of cir- 
cuits. It cuts handling time in half. 
Messages that formerly had to be re- 
layed through a network of wires are 
now automatically routed to proper 
destinations once the punched tape 
which controls the system is properly 
coded. Messages arrive at their des- 
tinations in typewritten form. 

This system is a sharp contrast to 
the first Swift & Company private 
line which was put in operation De- 
cember 15, 1898. This was a Morse 
telegraph line between Chicago and 
Kansas City. Swift is the oldest pri 
vate line customer of A. T. & T 
Chicago. 

T. G. Redman, Swift Comptroller, 
pointed out that with this new equip- 
ment the company will be able to 
move a greater volume of informa 

(To page 74) 


Porter M. Jarvis, president of Swift & Co., touches the button to inaugurate a new, nationwide 16,400 mile communi- 
cations system. Watching the ceremony are (left to right) W. H. Massarand, A. T. & T. Co.; T G. Redman, Swift & 


Co.; M.-N. 


Strom, A. T. & T., and R. L Woods, Swift's communications manager 
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A Combination folder, inserter 
An electric machine consisting of fold- 
ing and inserting units automatically 
feeds, folds, and inserts correspond- 
ence and other business material at 
speeds up to 4,000 per hour. The com- 
bination unit, occupying 2 x 4 feet of 
space, takes a wide variety of envelopes 
and enclosures and does eight different 
folds. Pitney-Bowes, Inc., Walnut & 
Pacific Sts., Stamford, Conn. (Az1) 


New 
for the office 


V Offset duplicator 

New machine, Model $355, is designed 
especially for high speed repetitive 
duplicating of systems paper work. 
Electro-mechanical features of the mo- 


del reduce the number of manual 
operations to two, permitting up to 
g,000 copies to be run off per hour 
and up to 4 systems jobs per minute. 
A program control unit directs the 
operating cycle of the machine. A. B. 
Dick Co., 5700 W. Touhy Ave., Chi- 
cago 31, Ill. (A-2) 


V Electric eraser 

Called “Auto Erase,” this new electric 
portable eraser is operated by two 
standard flashlight batteries and erases 
ink, pencil and typewriter impressions 
without smudging carbon copies or 


affecting writing on either side. The 
unit retails for $5.49 with batteries. 
Ellendale Associates, P.O. Box 401, 
Park Ridge, Ill. (A-3) 


V Blue print file cabinet 

“Glider” model steel unit, 34 in. wide 
X 32 in. deep x 52 in. high, has 10 print 
retainers capable of holding 100 plans 
up to 30 in. wide and 46 in. long. A 
top section on each retainer glides in 
and out for easy withdrawal and ad- 
ditions. Twin doors are cylinder- 


locked for added protection. Price is 
$195 f.o.b. Momar Industries, 4323 W. 
32 St., Chicago 23, lil. (A-4) 


V Tracing film 

Designed for engineering tracings, 
architectural drawings and _ type-on 
masters, “Duratrace” has a Mylar base, 


Cs 


is non-yellowing and waterproof and 
has a higher tear and fold strength 
than tracing cloth or paper. Ozalid 
Div., General Aniline & Film Cory., 
15 Corliss Lane, Johnson City N. Y. 
(A-5) 


V Coffee vender unit 
The new Griswold Automatic coffee 


vender provides 200 cups of pre- 
brewed coffee and can be plugged into 


any 110 volt outlet. The unit also fea- 
tures four way coffee choice and a 
240 cup dispenser capacity. Northwest 
Automatic Products Co., 1702 Linden 
Ave., Minneapolis, Minn. (A-6) 
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A Lighting fixtures 

New line of fluorescent Visionaire fix- 
turcs utilize Holophane clear acrylic 
Prismalume panels which control light 
distribution so that more efficient light- 
ing is produced on the work plane 
with reduced brightness from normal 
viewing angles. A wide variety of 
standard modular sizes and design 
configurations permits wide usage for 
both surface and recessed mounting. 
Sunbeam Lighting Co., 777 E. 14 
Place, Los Angeles, Calif. (B-1} 


V Photocopy desk 

Of all metal construction, unit has 
two lightproof side cabinets with 
magnetic doors to protect unexposed 


negatives and positive papers, each 
measuring 11 in. wide x 16 in. deep x 
16 in. high. Listing at $49.50, model C 
desk has work surface measuring 16 x 
30 in. Anken Chemical & Film Corp., 
Newton, N. J. (B-2) 


V Desk moistener 
Guaranteed corrosion-proof, rust-proof 


and non-decayable, moistener offers an 
instant flow and clog-proof brush in a 
choice of three colors. Approximate 


retail price is $3.95. Ouk-Flo Mfg. 


Corp., P.O. Box 2, Avenel, N. ]. 
(B-3) 
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YV Automatic addressing machine 
New Model gg has an automatic drive 
on the moistening roll which moistens 
and moves the envelope into printing 
position with each pull of the handle. 


Addressing is done by the spirit trans- 
fer process from paper masters. A new 
precision address card feed also con- 
tributes to higher speeds and trouble 
free operation. Machine is priced at 
$99.50 plus tax. Master Addresser Co., 
6500 West Lake St., Minneapolis 26, 
Minn. (B-4) 


V Posting work station 

Designed for use with electronic post- 
ing machines is “Postation” which 
features a well portion for positioning 
sheets for posting machine work, a 
media and supply tray, a_ storage 
drawer and an optional extension shelf. 
When well portion is closed, unit be- 


comes a complete work station. Le- 
Febure Corp., 716 Oakland R., N.E., 
Cedar Rapids, lowa. (B-5) 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 


V Hot water dispenser 
Using bottled water, small size unit, 
12 in. square and 36 in. high, can be 
plugged into any electrical outlet for 
use in the preparation of instant bev- 
erages and soup. The 57 pound unit 
called the “BHL” model has an ample 


food storage locker attached to the in- 
side of the door. Temprite Products 
Corp., Birmingham, Mich. (B-6) 


V Stitching machine 

“Stitch-A-Fold” is a portable saddle 
stitcher that can now be attached di- 
rectly to a folding machine permitting 
over 5,000 saddle-stitched booklets of 
up to 64 pages with self-covers to be 
produced per hour in one complete op- 
eration. Macey Co., 5350 W. 130 Szt., 
Cleveland 30, Ohio. (B-7) 
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V Rotary card files 

Shown is one of the two new series 
of the firm’s Ferris rotary files which 
utilize the ferris wheel design of sus- 


pending cards in a cradle-like fashion. 
The files revolve in two directions so 
that any card may be reached without 
more than one-half revolution of the 
wheel. Either manual or electrical con- 
trol is available in the different models. 
The General Fireproofing Co., Youngs- 
town 1, Ohio. 

(C-1) 
V Form-burster machine 
Model 22 is a new heavy-duty burster 
specifically designed to handle long- 
run bursting applications at the rate of 
22,000 per hour of a single length 


selected by the user. It simultaneously 
trims margins, slits internal vertical 
perforations, and stacks forms in their 
original consecutive order. Autographic 
Business Forms, Inc., 45 E. Wesley St., 
So. Hackensack, N. ]. (C-2) 


V Collating and tipping machine 
Known as the “JCM Office Tippy,” 
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this new semi-automatic machine can 
produce short run custom carbon forms 
of sheets up to 13x17 in. Desk-size 
steel unit has six storage shelves plus 
eight feeding trays. J. Curry Mendes 
Corp., 1 Curry Lane, Canton, Mass. 

(C-3) 


V Tape-to-card converter 

Model C749 tape-to-card converter fea- 
tures a removable plugboard which 
programs and controls the automatic 
card punching. The program plug- 


board has ten selectors, ten distributors 
and functional controls for every con- 
verter operation. It also allows for 
manual key punching of cards as well 
as for the most complex conversion 
applications when attached to a card 
punch equipped with special features. 
Model is priced at $2800. Systematics, 
Inc., 60 E. 42 St., New York 17, N.Y. 


(C-4) 


V Photocopy unit 

The “Transcopy Meteor,’ designed 
specifically for use under fluorescent 
or bright office lighting with built-in 


filter “Safety Paper,” is a compact 
high speed photocopy unit which ex- 
poses, develops and prints finished 
copies of originals up to 15 in. wide 
and of any length in 30 seconds or 
less. Length is 26% in., width, 154 in. 
and height, 94 in. Remington Rand, 
Div. of Sperry Rand Corp., 315 Fourth 
Ave., New York 10, N. Y. (C-5) 


A Acoustical ceiling panels 

“Fissured Minaboard” is the name of 
the sound absorbent, incombustible 
lay-in ceiling units which now feature 
a new fissured design. Each of the 
24x 48 inch panels is removable for 
access to pipes, ducts and wiring. Arm- 
strong Cork Co., Lancaster, Pa. 


(C-6) 
V Collator 


Newly redesigned collator with a 
unique bin assembly makes possible, 
with a two-step adjustment on a sin- 


gle tray, the collating of sheets ranging 
in size from 3X5 in. to 20x17 in. 
Adjustment of stroke length is accom- 
plished by the rotation of a finger-tip 
dial which is set for the size of paper. 
Thomas Collators Inc., 50 Church St., 


New York 7, N.Y. (C-7) 
Vv Adding machine 
The “Electrosumma 22” is a_ fast 


machine featuring a credit balance in- 
dicator, an automatic code or date 
printer, 12-column_ entry, 13-column 
total capacity and a 22-pound weight. 
The 1o-key machine sells for $363.95 
including FET. Olivetti Corp. of 
America, 375 Park Ave., New York 
22, N. Y. (C-8) 
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> Reception area furniture 

Danish Modern six-piece correlated 
furniture group of solid birch and 
rock maple wood with Chestnut finish 
is specially designed for office recep- 
tion and lounge areas. Seat arms and 
table top edges have gently curved 
lines while easy maintenance is given 
by the fabric-backed plastic upholstery 
and plastic table tops. Baumritter 
Corp., 171 Madison Ave., New York 
16, N. Y. (D-1) 


V Plastic floor mat 

Called “Crysto-Mat” this plastic trans- 
parent carpet protector is shatterproof, 
chip-proof, non-slip and reversible. Im- 


pervious to alcohol and other discolor- 
ing agents, it has a beveled edge which 
ailews chairs to be eased upon it. 
The mat is available in three sizes rang- 
ing in price from $49.25 to $77.50. 
Crysto-Mat Co., 211 North Street, 
Auburn, N.Y. (D-2) 


V Office partitions 

Light weight and easily moved, yet 
strong because of black steel divider 
frames, partitions consist of Douglas fir 
plywood panels painted in bright con- 
trasting colors and white which fit into 
the flexible steel moldings by snapping 
into channel slots in the framing. 
Shown are the offices of Stone, Mulloy, 
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Marraccini & Patterson, San Francisco. 
Unistrut Products Co., 933 W. Wash- 
ington Blvd., Chicago, Ill. (D-3) 


V Metal desk 
This new addition to the firm’s “Style- 
Line” features embossed stainless steel 


Fe a 
K€ ‘ 
——— 


edging, brushed aluminum drawer 
handles, a cane-pattern perforated back 
panel, cast aluminum contour legs and 
height adjustment from 29 to 30), in. 
The Bentson Mfg. Co., Aurora, Ill. 

(D-4} 


A Office seating 
Chairs of the “Aluminum Ensemble” 


line feature classic design, finger-tip 
adjustments, foam rubber cushions and 
replaceable covers. The seven models 
in the line including the ones shown 
are available in over 100 different color 


and fabric combinations including 
Naugahyde. Cramer Posture Chair 
Co., 625 Adams St., Kansas City, Kan. 

(D-5) 


V Steel folding chair 
Constructed of heavy gauge steel on a 
tubular frame and legs, this chair has 


| 
j 
| 
| 
i 
} 


a contour seat, slanting back rest, rub- 
ber “shoed” leg tips and a safety fold- 
ing hinge. Priced at $6.95, the chair 
has a 16 in. square seat, is available in 
green, grey or beige and is designed 
not to tip, wobble, or slide. Cole Steel 
Equipment Co., Inc., 415 Madison 
Ave.., New York, N. Y. (D-6) 


41 


ae 2 gas ee e ©. ca i -- 4 ~ el) ae ae ie! ei a 
= lig © [" ~~. * 2 ‘ : “i } ' = | 
Be eo | g es 1) 3s Ss i a hj } 

\ tae \ oan - tects ee? Ly, ’ t \ 
a +m SE 
‘ . Fe - a ates ua * Lf . 
\ a at a | tei 
{ ~ : ; -? _ ae 
ate set 1 ae 3 “ai ” 
f + a i “ + y * q 
oe r i * 4 
ee by . 
aki i ! 
f . — ge 4 
adit ; ee : 
te ee 
ina Wi dine a A “i are ¥ a cd KS F 
; “ _ ie : ¥ . ' bg : oa 
€ “ a7 
; 2 See eo 
a aye ; agar Fs | 
i " a ~—— ‘ il a ts i —— — Be 
je * ) | ie 5 : Be 
7 | F ~ ii. 
/ 
i] 
| 
ae peg | 
- io EN 
er) es 
a o> @ 
ro =” ba res 5 
4 i m oe Vv = 
— o> ie ie | 
ee ree ~ Pees) ERA aR ae be . 
——T— Q - dace 0) - a - 

al a - See tee ’ od — ha [ ; 

} i 
: r no \ i. 

Net Seg ; io > * as 

a ee = 

' 
Sbaeee + el 2 ee an ae. aa | > i De a | eee ae 


tet eA Se. RSL Sab oy: 


A Monthly Feature 


Tools of 


ey 


- 
~ 
@) 
= 

— 

ie 

Be) 

—& 


Intercommunications, Dictating and Transcribing Equipment 


As Western Civilization progresses, 
communications continues to increase 
in importance in the role it plays in 
human affairs. In the world of busi- 
ness, this growth of the need for 
faster, more efficient transmission of 
information parallels the development 
of communications in other spheres. 
The human voice is still, however, the 
basic mechanism for relaying ideas and 
data in daily business life. But the 
spoken word has limitations. It must 
be helped if it is to be relayed over dis- 
tances longer than normal hearing will 
allow, and be converted into other me- 
dia such as written language or signals 
of one form or another. In the office, 
intercommunications, dictating and 
transcribing equipment help perform 
this voice transformation so that this 
“tool” of the office can achieve its max- 
imum efficiency. 

The history of intercommunications, 
dictating and transcribing equipment 
has been filled with developments of 
real importance as far as easing and 
streamlining procedures in offices are 
concerned regardless of their size. 
Whether they be one-girl firms or 
those employing thousands, communi- 
cations is vital to them. 

Current trends in this equipment 
field emphasize the office’s continuing 
interest in communications. Certainly 
basic functions remain the same, but 
the new watchwords in this industry 
are greater compactness, greater effi- 
ciency and improved styling. 

Fitting into the palm of a hand, is 
one of the devices which allows for 


greater compactness in intercommun- 
ications development than ever before. 
The transistor has greatly reduced the 
physical size of units and this smaller 
size naturally affects the efficiency and 
styling of the equipment which houses 
and utilizes it. One-piece telephones 
and increasing portability of equip- 
ment are other aspects which are com- 
ing into greater prominence. 

This stress on compactness is also 
seen in the latest dictating and tran- 
scribing equipment. Weight and bulk- 
iness of units are being reduced. Port- 
ability is almost a necessity for variable 
adaptations outside the physical limits 
of the office. Placing all controls in 
one part of the unit such as the micro- 
phone {s also an important factor in 
this streamlining-size trend. 

Efficiency has always been a guide- 
post for any new office “tool” devel- 
opment. Will it simplify procedure? 
Will it reduce the work load? Will it 
be faster? These questions are ia the 
minds of the manufacturers as well as 
in the minds of office managers who 
will consider the purchasing of new 
equipment. 

Ease of installation, maintenance, 
and operation are prime considerations 
for greater efficiency in the office and 
the latest equipment is being develop- 
ed with greater awareness of these 
principles. In both the intercommun- 
ications and dictating and transcribing 
equipment fields, greater flexibility of 
use is also assuming importance. 

Office intercommunications systems 
are making more use of closed televi- 


by Irene Lipschitz 


sion circuits, conference hook-ups, 
“hands-free” units, automatic equip- 
ment features and adaptability for 
dictation and transcribing. Users of 
dictating and transcribing equipment 
are finding work facilitated by devel- 
opments allowing longer recording 
time, easier machine operations through 
simplification of controls, magazine 
loading, and improvements in the fidel- 
ity of the recording media. 

Today, fashion-flair is not restricted 
to home consumer products. The 
newest equipment reflects the best prin- 
ciples of functional design, and modern 
styling of equipment has come to be 
expected as much as mechanical im- 


Tiny transistorized units make possible 
enormous space savings of new equip- 
ment. (Picture courtesy of American 


Telephone & Telegraph Co.) 
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provement of the units. A wide vari- 
ety of calor is being used to emphasize 
th: new lines of equinmen: and to 
harmonize with office decor. 

fllustrations of the application of 
the latest equipment best show, of 
course, the advantages of the current 
trends. ° 

One such example, concerned main- 
ly with voice transmission, took place 
recently at The First National Bank 
and Trust Co. in Helena, Montana. 
The bank, employing approximately 
seventy-five people, was undergoing a 
major modernization program of its 
building. Included in the program 
was a new addition across the street of 
a customer drive-in and walk-up serv- 
ice, connected to the main building 
by an underground corridor. 

Mr. Fred Heinecke, president of the 
bank, and other top officials felt the 
urgent need for improved intercom- 
munications even though the remodel- 
ing program was unfinished and the 
bank was housed in temporary quar- 
ters. The need was caused by an in- 
creased number of employees and in- 
creased operator loads which were not 
being served as efficiently as possible 
by the older, smaller intercommunica- 
tions system. 


The compactness and efficiency of 
the new type equipment available 
served them well. Installation of equip- 
ment, including a desktop central 
switchboard smaller than a typewriter 
and a sound-proofed cabinet housing 
the dial equipment occupying a small 
corner of formerly unused space, was 
made in a little over one day. 

The dial exchange freed the operator 
of at least one half of her former work 
load so that she was not only free to 
assume clerical duties, but also could 
answer each incoming cal! with in- 
creased promptness and attention. 

The voice of the switchboard oper- 
ator is important to any firm, because 
it is the first impression of the com- 
pany received by a caller. If the oper- 
ator has too great a work load, her: 
harassment may very easily be trans- 
mitted over the line to the incoming 
caller and the company’s public rela- 
tions will suffer thereby. The same is 
true if unnecessary waiting results 
from inadequate line service. 

To insure adequate service for its 
callers, the new equipment installed 
incorporated several features which re- 
duced the work load of the operator 
while it increased the convenience of 
the system for all users. The “camp- 


on” feature holds a call on a line if it 
is busy until it is free; “flashing 
recall” allows station users to flash 
the operator only once to have a re- 
curring signal tell her some service 1s 
wanted; an automatic rotary feature, 
used in the bank’s executive and time 
pay and bookkeeping departments, 
automatically routes calls to the first 
free phone in the department so that 
the operator’s work is limited to dial- 
ing one number. 

An interesting adaptation of a new 
trend towards visual information in this 
bank’s installation was a television cir- 
cuit between tellers and the accounting 
departments. This was used to expe- 
dite the verification of customers sig- 
natures and account balances with 
greater speed, accuracy and privacy. 

Improved service between offices now 
served by a forty-line system also in- 
cluded the off-premise station required 
by the bank for its across-the-street 
location. When the bank returns to 
its permanent quarters shortly, the 
compactness of the equipment will once 
again be an asset as re-installation will 
be accomplished as quickly as the 
system installation was made. And 
when conference service becomes fea- 
sible, this addition can be included. 


A. Voice Transmission 

1. “Wireless” — Generally the 
least expensive type of equipment 
which makes use of existing elec- 
trical circuits. Stations are plugged 
in and the existing wiring carries 
the voice from one station to an- 
other. 

2. Direct-wire—This type of 
equipment requires its own wiring 
installation in which each station 
is directly wired to all other stations 
with which contact can be estab- 
lished. This is intended primarily 
for smaller installations because of 
the complex wiring which would 
be needed for large systems. 

3. Central switchboard — This 
type of equipment is used for larger 
intercommunications systems. Each 
station is connected to the switch- 
board and connections to other sta- 
tions in the system or outer-office 
calls are made at the board. These 
connections may require a human 
operator or may be made automat- 
ically. 


Intercommunications Equipment 


B. Voice and Code Transmission 
1. Paging—Paging systems are 
used for broadcasting individual 
calls or announcements throughout 
a building or area. They may an- 
nounce work or rest periods or call 
individuals to a telephone.  Stra- 
tegically placed loudspeakers used 
in conjunction with the human 
voice or sound devices such as 
gongs or chimes help comprise the 
system. Some systems make use of 
visible signals such as a series of 
lights, or numerical codes. Calls 
are sent out from a central unit. 
Aside from direct-wire equipment 
such as the loudspeakers, some pag- 
ing systems use “wireless” portable 
units or radio transistor receivers 
so that individuals may receive the 
calls over a wider area than is pos- 
sible with stationary equipment. 


C. Written Message and Object 
Transmission 
1. Pneumatic tubes and conveyor 
belt systems. 


2. Teletypewriting facilities. 


3. “Electronic longhand” —4 In 
this system messages are written 
with an electrified stylus. The 
movements are duplicated at the re- 
ceiving point by another pen which 
writes a copy of the original mes- 
sage simultaneously with the origi- 
nal writing. 

4. Facsimile equipment—Almost 
any material of a printed, drawn, 
typed, written or photographically 
reproduced nature can be scanned 
photoelectrically and the resulting 
generated signals are reproduced on 
a remote receiver. 


D. Some Features Available with 
Inter-CCommunications Equipment 
Conference calls; busy signal; auto- 
matic ringing; public address sys- 
tem cut-in; adaptability for use with 
dictating equipment; extension sta- 
tions for secretaries; credit authori- 
zation facilities; dial tone; execu- 
tive right-of-way; volume controls; 
code call paging. 
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Compact cabinet h switching 
equipment for Helena bank, while be- 
low is new cordless switchboard of Bell 
Telephone System which uses standard 
phone receiver and pushbuttons in- 
stead of headset and cords. (Courtesy 
of American Telephone & Telegraph 
Co.) 


Intercommunications not only trans- 
mit the voice or written information 
between offices separated by a few feet, 
or by a street, but also between those 
separated by many miles. Swift & Co. 
recently inaugurated a_ nationwide, 
16,400 mile intercommunications sys- 
tem linking together offices in fifty-five 
cities. International Business Machines 
Corp. is in the process of installing a 
25,000 mile private wire system which 
will eventually link two-hundred and 
forty-five IBM offices and plants 1 the 
United States and Canada. And the 
security of the nation is also largely 
dependent on one of these large inter- 
communications systems: such as the 
one which links together the vari- 
ous parts of the Global Air Force 
Strategic Command. 

The applications of these long-line 
linkages are many. Some firms, for 


example, use these facilities for making 
out payrolls for their branch offices 
and sending check information through 
their intercommunication __ teletype- 
writer equipment to be received by the 
appropriate office in a very short span 
of time. Or if a firm is housed in one 
large building, the same principle of 
distribution of material can be used 
for greater efficiency, accuracy and 
time saving. 

Dictating and transcribing equip- 
ment also has become flexible enough 
for adaptation outside the normal office 
uses. The reduction of the size of the 
units and the improvement of the re- 
cording media, allow for dictating 
units to be used almost everywhere. 
Aside from the convenience offered by 
network systems of dictation within 
the office, dictation is not confined to 
stationary locales. Airplanes, trains 
and automobiles can be converted into 
dictating rooms with the new models 
on the market. Insurance adjustors can 
get their clients’ statements directly 
with portable units. Doctors and lab- 
oratory researchers can record the pro- 
cedures they follow as they work. Even 
the one-girl office is run more efficient- 
ly with dictating and _ transcribing 
equipment. The emplcyee can easily 
handle the office correspondence even 
when the boss is out making calls 
during the day, or on a trip, as some 
of the recording media can be sent 
through the mails as easily as a letter. 

One firm, which discovered that mer- 
chandise coming into its main ware- 
house was being held up at the receiv- 
ing dock while the clerk wrote up 
lengthy receiving reports, installed a 
microphone on the dock which was 
connected to a recording device in the 
office. Delay time was saved as now 
the dock clerk merely reads the order 
information into his microphone and 
a stenographer later transcribes the 
data in the office. The applications are 
endless. 

The human voice is still heard, but 
in many forms. A switch is pulled, 
lights flash, chimes ring, tubes are sent 
through tunnels, electronic impulses 
are sent and transformed into words, 
and a message is received. The great 
variety of intercommunications, dic- 
tating and transcribing equipment 
available, serviced and installed to fit 
the need of a particular office situa- 
tion is greater now than ever before. 
In the future, an even greater need for 
this equipment will be had, and even 


better operation and efficiency of equip- 
ment will be there to fill the demand. 


The Manufacturers 
Intercommunications Equipment 


Action Systems Co., 1 Vanderbiit 
Ave., New York 17. The Action Inter- 
phone line consists of 4 basic models 
of the direct-wire type. Transmitting 
and receiving units consist of wall- and 
desk-type telephones, units mounted on 
the end of desks, loudspeakers and 
microphones. Any of the transmitting 
units can be used for paging. Two to 
g stations can be interconnected in a 
single system, g stations can be inter- 
connected for a single conference call 
and 2 private conversations may be 
conducted simultaneously. Stations are 
called by voice paging and selector 
buttons. Standard features include 
public address system cut-in, adapt- 
ability for use with dictating equip- 
ment, extension stations for secretaries 
and emergency alarms. Optional fea- 
tures are busy signal, automatic ring- 
ing, credit authorization facilities, lock- 
out of incoming calls when busy, code 
call paging and connections with mo- 
bile radio equipment. Price range: 
Typical 5-station system including 
power supply retails for less than $200. 

Airmatic Systems Corp., 378 Ber- 
gen Blvd., Fairview, N. J. Airmatic, 
an associate of International Telephone 


Dictating and Tran- 
scribing Equipment 


Units are available for dictat- 
ing, for transcribing, for both 
dictating and transcribing, and 
for network systems. Models 
may be portable. Recording 
media may be magnetic ma- 
terial or plastic in the form of 
belts, disks, paper or tape. Wire 
is sometimes used. The media 
may or may not be re-usable and 
some may be kept as permanent 
records. For dictating equip- 
ment, controls may be on the mi- 
crophone, telephone handset or 
machine with playback through 
the loudspeaker or microphone. 
On the transcribing unit, controls 
may be on foot pedals, type- 
writer units, or on the main unit 
with playback through ear-pieces 
or loudspeaker. Some units have 
adjustable playback speed. 
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Another leading company meets the 
big Profit Challenge of 1958 with 
Edison Voicewriter dictation. 


Paperwork gets the *highball. 7 


Chicago-Milwaukee R.R. speeds correspondence— 
reduces stenographic costs with Edison Voicewriter 


“Our Edison Voicewriter centralized 
dictation system has speeded the flow 
of essential paper work and greatly 
increased secretarial efficiency,” states 
Mr. W. P. Heuel, Assistant Comptroller 
of the Chicago, Milwaukee, St. Paul 
and Pacific Railroad Co. home office 
in Chicago. “‘We’ve found it far more 
productive and economical than’ our 
previous system of handling dictation 
... and consider extending Voicewriter 
systems to our other offices.” 


A Voicewriter tryout is easy! 
There’s no need to start off with a large 
system. With the Edison Voicewriter 
VPC-1, doubling as a dictating instru- 
ment and secretarial transcriber, any 
executive can quickly clean up corre- 
spondence at his desk, at home, or on 


Edison Voicewriter ¢ a product of Thomas A. Edison Industries 


Thomas A. Edison Industries, West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario 
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the road . . . have time for other 
important tasks, for only $17.81 a 
month under Edison’s lease plan. 


Secretaries like the Voicewriter, 
too! Your voice comes through accu- 
rately, without interruptions, on the 
Voicewriter Diamond Disc. With the 
ability to get correspondence out of the 
way faster, with less effort, your secre- 
tary will have more time to pursue the 
interesting responsibilities of a real 
“Girl Friday.” 


You can rely on Edison! There’s 
a Voicewriter system to meet the corre- 
spondence requirements of any office, 
large or small. And every Voicewriter 
user enjoys the benefits of Edison’s 
more than 70 years’ experience in the 
office correspondence field. 


Use Readers’ Inquiry Coupon on Page 88 


Let us prove that 
you will profit with Voicewriter! 


Now’s the time to find out just what 
Edison Voicewriter . . . real dictating 
equipment... can do for you. See how 
much more it offers over the so-called 
economy makes! For a free demonstra- 
tion—or literature—write Dept. OM-09 
at the address below. 
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Pictured above is Western Union’s fac- 
simile equipment known as Intrafax. 


& Telegraph Corp., has offered pneu- 
matic tube systems for the transmission 
of mail, correspondence and small ob- 
jects. Current details were not avail- 
able at press time. 

Allied Radio Corp., 100 N. Western 
Ave., Chicago 80. The Knight control 
unit which converts present one-way 
paging systems to selective-call inter- 
com use requires a switchboard opera- 
tor. Calls are transmitted through 


cabinet-type wall units, loudspeakers 
and microphones with use of any 
public address amplifier and received 
through cabinet-type wall units or 
loudspeakers. Up to 40 stations can 
be interconnected in a single system. 


Shown left to right are a pneumatic tube system, a teletype machine 


Public address system cut-in and vol- 
ume control are standard. Voice pag- 
ing or selector levers are used to call 
stations. Price range: $77.50 to $107. 

American Development Electronics 
Co., 210 Central Ave., Newark 3, N. ]. 
The company offers ADEC systems 
of the direct-wire type, using tele- 
phones, cabinet-type desk units, and/or 
loudspeakers for transmitting and re- 
ceiving; microphones are also available 
for transmitting. Up to 36 stations can 
be interconnected in one system. Sta- 
tions are called by selector switch. 
Lock-out of incoming calls when busy 
and volume controls are standard. 
Optional ‘features include busy signal, 
automatic ringing, public address sys- 
tem cut-in, adaptability for use with 
dictating equipment, extension stations 
for secretaries, credit authorization fa- 
cilities, dial tone, executive right-of- 
way, code call paging, connections 
with mobile radio equipment and 
emergency alarms. Price range: $75 to 
$1000. The company is also work- 
ing on battery-powered all-transistor 
models. 

American Telephone & Telegraph 
Co., 195 Broadway, New York. In 
addition to its familiar telephone serv- 
ices, which may be used for intercom- 
munications as well as for calls outside 
the office, AT&T offers teletypewriter 
and related facilities which may be 
used internally as well as externally. 
Western Electric Co., Inc., a subsidiary 
of AT&T, manufactures the line of 
PBX intercommunications equipment. 

Auth Electric Co., Inc., 34-20 45th 
St., Long Island City 1, N. Y. Auth 
manufactures a wide variety of inter- 
communicating telephone and paging 
systems including the Pajar paging 


system in which individuals carry 
small radio receiving sets. Current 
details were not available at press time. 
The Autocall Co., Shelby, Ohio. The 
firm manufactures coded paging equip- 
ment consisting of a code sending unit 
located at the switchboard, and audible 
signals located throughout the premises. 
The signal sounds may be musical 
chimes, bells, whistles or horns depend- 
ing on the various noise conditions 
present. Units with coding capacities 
of from 10 to go coded calls are avail- 
able. The equipment also features lim- 
ited or continuous signalling, special 
codes so that person paged may know 
why the signal is being sent, and divi- 
sional paging in areas concerned. 
Automatic Electric Sales Corp., 
Northlake, Ill. The firm manufactures 
P-A-X internal business telephone sys- 
tems consisting of g basic models, us- 
ing an automatic central switchboard. 
Wall- and desk-type telephones are used 
in transmitting and receiving as well 
as the Executive “Quick Call” cabinet- 
type desk unit in conjunction with reg- 
ular or loud-speaking “hands-free” tele- 
phone, available in choice of colors. 
Unlimited stations can be intercon- 
nected in a single system, up to 20 
connections can be made for a single 
conference call and any number of 
private conversations can be conducted 
simultaneously depending on the type 
of system. Stations are called by dial- 
ing or by butten on the Executive 
“Quick Call” unit. Standard on the 
equipment is automatic ringing, busy 
signal, extension station for secretaries, 
dial tone, volume controls, and lock- 
out of incoming calls when busy. Op- 
tional features are public address sys- 
tem cut-in, adaptability for use with 
dictating equipment, credit authoriza- 
tion facilities, executive right-of-way, 
code call paging, connection with 
mobile radio equipment, emergency 
alarms and the Executive “Quick Call” 


and an “electronic longhand” machine. 


Pictures courtesy of Lamson Corp., Teletype Corp., and TelAutograph Corp. 
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unit. Another feature is “Rotary Hunt- 
ing, routing a call automatically to 
an idle telephone in a group if called 
number is busy. Price range: $250 up, | 
without telephones. | 

Autron Engineering, Inc., 1254 W. | 
Sixth St., Los Angeles 17. Firm has 
manufactured the Autron Electronic 
Writer, device for intercommunica- 
cludes direct-wire and automatic cen- 
ing.” Current details were not availa- 
ble at press time. 

Bell Sound Systems, Inc., 555 Marion 
Rd., Columbus 7, Ohio. Bell has of- 
fered a line of voice paging systems. 
Current details were not available at 
press time. 

Bliss Electronic Corp., Box 366, 
Sussex, N. J]. The Bliss line of com- 
mercial and portable equipment in- 
cludes direct wire and automatic cen- 
tral switchboard units of 4 _ basic 
models. Desk- and wall-type telephones 
are used for transmitting; desk- and 
wall-type telephones and loudspeakers 
are receiving units. Stations are called 


by dialing. Two to 100 stations can be | 


interconnected in a single system, up 
to 12 stations can be interconnected 
for one conference call with an un- 
limited number on optional equipment, 
and 1 to 10 separate conversations can 
be conducted simultaneously with the 
standard units. Busy signal, automatic 
ringing, public address system cut-in 
and dial tone are standard. Optional 
are adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, credit authorization facilities, 
executive right-of-way, lock-out of in- 
coming calls when busy, connections 
with mobile radio equipment and 
emergency alarms. Price range starts 
at $250. 

David Bogen Co.; P.O. Box 500, 
Paramus, N. ]. The firm’s line in- 
cludes Bogen and Challenger inter- 
communications equipment of the 
“wireless” and direct-wire type as well 
as automatic central switchboard units. 


Wall- and desk-type telephones, loud- 
speakers, cabinet-type units and 2-way 
paging systems are used for trans- 


mitting and receiving. At least 2g | 


stations can be interconnected in a 
single system and variable systems 


(To page 50) 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 


the 
machine 
that 
made 
office : 
dictation 
and 


transcribing 


With just five simple controls where comparable machines 
use as many as ten... with two-second magazine loading 
where others fumble with old-fashioned hand threading 
... With crystal-clear, easy-on-the-ear voice reproduction 
where others require nerve-racking concentration... the 
new NORELCO ‘35’ makes it at least 50% simpler, easier 
and pleasanter to give and take office dictation. Engineered 
by Philips of the Netherlands, world’s largest electronics | 
concern outside the United States, the NORELCO ‘35’ has 
already established its reputation as the most advanced 
moderately-priced dictating machine in the world. 


Check these features against any other 
dictating/transcribing machine at any price! 


@# Magazine Loading — fumble-proof, ¢ Automatic Counter — extra accurate; 


jam-proot, takes 2 seconds can find and pinpoint a single word 


¢ Extra-Long Dictating Capacity— 35 | ¢ Modern Decorator Styling — two-tone 
minutes on dual tracks of one reel pase trimmed with maroon; 


lends with any decor 
¥ Easy Portability — only 8 Ibs; fits . 


anywhere, travels anywhere onty Ss 1 4 9 50 


¢ Only 5 Controls — for all functions: ‘ 
dictating, playback, fast-forward, complete with loaded magazine, log 
fast-rewind, quick-review, quick- pad, and dust cover, plus choice 
erase and stop. (A) microphone/speaker or (B) stetho- 
scope headset with foot control or (C) 
Stethoscope headset with typewriter 
control (latter at slight extra cost). 


¢ True-Fidelity Sound—prevents fatigue 
in transcribing; speeds typing 


MAIL COUPON FOR FREE DEMONSTRATION! NO OBLIGATION! 
NORTH AMERICAN PHILIPS CO., habe 1 ee Equipment Division 
230 Duffy Avenue, Hicksville, Long Island 
Gentlemen: 


1 am interested in finding out what the new magczine-loading NORELCO ‘35’ 
dictating machine can do for me, at my office. 


(0 Kindly send additional literature. 
C Please arrange for a free demonstration, without obligation, 


on or about (Date) at 
c Lad , 
Add 
City. Zone State 
% <° OM - 
fauipwe™ Attention of Title 


In Canada, the Norelco ‘35’ is known as the ‘Philips’ dictating machine and 
distributed by Philips Industries Ltd., 116 Vanderhoof Avenue, Toronto, Ontari: 
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TAPE PUNCH 


Teletype Model 28 
Typing Reperforator 


TAPE READER 


Teletype Model 28 
Transmitter-Distributor 
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units speed work, cut costs 


More uniform work loads, greater accuracy, lower cost, faster han- 


dling, greater operating efficiency in: 


e sales, sales analysis, warehousing, accounting, purchasing, pro- 
duction control, shipping, receiving, manufacturing; 


¢ communications, data processing, automation and paperwork 


simplification. 


These new punched tape units offer you 
the opportunity of extending your commu- 
nication and business systems into new de- 
partments at a relatively low cost. They can 
be used individually . . . or in combination 
with other Teletype equipment . . . or with 
such business machines as computers, calcu- 
lators and card punches. 


All advanced Teletype Model 28 features 
—operation at 100 words per minute, hand- 
some styling, compactness, extremely quiet 
operation, modular design, metal clutches 
that require oiling only once or twice a year. 


TAPE PUNCH e The Teletype Model 28 Tape 
Punch is a receiving unit—for message re- 
laying in communication systems . . . inte- 
grating data from several sources into a single 
tape .. . monitoring . . . by-product tapes. 


Features and Specifications: 


1. Receives incoming sequential signals and trans- 
lates them into punched code combinations in 
tape. 

2. Types corresponding characters on the tape. 


3. Provides facility for parallel-wire output of in- 
coming signals, with simultaneous punching of 
tape, for control of external equipment. 


Speed 100 wpm (or lower speeds where re- 
quired for compatibility with existing systems). 
Produces chadless (partially punched) 5-level code 


tape, '%” wide. Prints on tape. Dimensions, a com- 
pact 914” high, 13” wide, and 141%” deep. 


TAPE READER ¢ The Teletype Model 28 
Tape Reader is a transmitting unit. When 
punched tape is fed into the unit, it “‘reads”’ 
the code combinations and automatically 
sends them to their destination. Serves as a 
sending unit in communications systems .. . 
read-out device for business machines. . . 
control mechanism for automated equipment. 


Features and Specifications: 
1. Translates code in perforated tape into elec- 
trical impulses for sequential transmission. 


2. Translates code in perforated tape into elec- 
trical impulses for parallel-wire transmission. 


3. Receives electrical impulses from external par- 
allel-wire source and translates them for se- 
quential transmission. 


Operates at 100 wpm (lower if required). Han- 
dles chadless or fully punched tape. 


MORE INFORMATION ¢ For descriptive lit- 
erature on the new Punch and Reader—or 
other units in the Teletype Model 28 line— 
please write to Teletype Corporation, Dept. 
31J, 4100 Fullerton Avenue, Chicago 39, 
Illinois. 


MODEL 28 PRINTER, 
RECEIVE ONLY 


SEPTEMBER 1958 


MODEL 28 PRINTER, 
SEND & RECEIVE 


MODEL 28 ASR 
COMPOSITE SET 


Use Readers’ Inquiry Coupon on Page 88 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company wc. 
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leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


As far back as August 1952 when Automation was a word heard 
only in closed conferences, OFFICE MANAGEMENT released 
what is believed to be the first significant discussion of Auto- 
mation in the office field, “Electronics in the Office”, featuring 
the opinions of David Sarnoff, Chairman of the Board at R.C.A. 
and John S. Coleman, President, Burroughs Adding Machine 
Company. 

Since the appearance of this article in the August issue of 1952, 
OFFICE MANAGEMENT has published articles on Automation 
on a regular basis to keep the office field abreast of everything 
new On this modern technique. Here are some typical ones: 


YEARBOOK ISSUE, MARCH I5, 1957 
Office automation: the changing pic- 
ture 

by Robert M. Smith 
Operations research: science enters 
the business picture 


by Clifford J. Craft 
APRIL, 1957 


Practical pitfalls to guard against in 
electronic data processing 
by Ben Conway 


AUGUST, 1957 


How operations research techniques 
can be used by the smaller company 
by John Hockman 


JANUARY, 1958 


How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a com- 
puter for a single operation 
by Ben Conway 
YEARBOOK ISSUE, MARCH 15, 1958 
Spread of office automation slowed 
by cautious business mood in 1957 
by Robert M. Smith 
JUNE, 1958 
Why small companies may need au- 
tomation even more than larger con- 
cerns 


by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 

As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 


determine the number of conversations 
that can be held simultaneously as 
well as the number that can be inter- 
connected for a conference call. Voice 
paging, selector buttons and levers and 
visual and/or oral indicators may be 
used to call stations. Standard equip- 
ment are busy signal, public address 
system cut-in, volume controls and 
emergency alarms. 

Cambridge Co., 2561 N. Clark St., 
Chicago 14. The PrestoCall line in- 
cludes cabinet-type wall and desk units 
of direct-wire equipment. Unlimited 
stations may be connected for single 
conference calls, for interconnection in 
a single system, or for simultaneously 
conducted separate private conversa- 
tions. Voice paging and selector levers 
and buttons are used to call stations. 
Optional features are busy signal, auto- 
matic ringing, volume controls and 
connections with mobile radio equip- 
ment. Price range: From $10 up per 
unit. 

Connecticut Telephone & Electric 
Corp., 70 Britannia St., Meriden, Conn. 
Connecticut Telephone offers equip- 
ment of the direct-line type and also 
of the type using an automatic central 
switchboard. Current details were not 
available at press time. 

S. H. Couch Co., Inc., 3 Arlington 
St., North Quincy 71, Mass. The Couch 
line includes direct-wire units and 
central switchboards, some automatic, 
some requiring an operator. Wall- and 
desk-type telephones are used for trans- 
mitting and receiving. From 2 to 200 
stations can be interconnected in a sin- 
gle system, 2 to 20 stations can be 
interconnected for a single conference 
call and 2 to 10 private conversations 
can be conducted simultaneously. Dial- 
ing and selector buttons are used to call 
stations. Standard are extension sta- 
tions for secretaries, credit authoriza- 
tion facilities and dial tone; optional 
is executive right-of-way, code call pag- 
ing and emergency alarms. 

Dictograph Products, Inc., 95-25 149 
St., Jamaica 35, N. Y. The Dictograph 
line of 40 to 50 basic models of office 
intercommunications equipment de- 
signed to meet varied requirements is 
of the direct-wire type. Wall- and desk- 
type telephones, cabinet-type wall and 
desk units, loudspeakers and micro- 
phones are used for receiving and 
transmitting. At least 500 stations may 
be interconnected in a single system, 
all stations may be interconnected for 
a single conference call, and half the 
number of stations can conduct 


OFFICE MANAGEMENT 
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private conversations simultaneously. 
Voice -paging, dialing, and selector 
levers and buttons can call stations. 
Automatic ringing and dial tone are 
standard on all models while busy 
signal, public address system cut-in, 
adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, credit authorization facilities, 
executive right-of-way, volume con- 
trols, lock-out of incoming calls when 
busy, code call paging and connections 
with mobile radio equipment may be 
standard or optional on different mo- 
dels. Dictograph also offers the Miracle 
Private Paging System which makes 
use of miniature receivers worn by in- 
dividuals. 

DuKane Corp., 103 N. Eleventh 
Ave., St. Charles, Ill. The firm’s line 
includes systems of the direct-wire type 
and automatic central switchboards. 
Wall- and desk-type telephones, wall 
and desk cabinet-type units and loud- 
speakers may be used for transmitting 
and receiving. Microphones may also 
be used for transmitting purposes. The 
instruments are available in color. 
From 5 to hundreds of stations may 
be interconnected in one system, and 
half the number of stations may con- 
duct private conversations simultane- 
ously. Stations may be called by voice 
paging, dialing or selector buttons and 
levers. Standard features include busy 
signal, dial tone, automatic ringing, 
volume controls and lock-out of in- 
coming calls when busy. Optional fea- 
tures include public address system 
cut-in, executive right-of-way, adapta- 
bility for use with dictating equip- 
ment, code call paging, extension sta- 
tions for secretaries, emergency alarms 
and credit authorization facilities. The 
firm also manufactures a “wireless” 
paging system. 

Edwards Co., Inc., go Connecticut 
Ave., Norwalk, Conn. The Edwards 
line includes telephone, signaling and 
paging equipment of the direct-wire 
type. Current details were not avail- 
able at press time. 

Electronic Communications, Inc., 
Air Associates Div., Teterboro, N. ]. 
The company offers a line of facsimile 
equipment which may be used to 
transmit copies of written material by 
wire or by microwave. Current details 
were not available at press time. 

Electro-Vox Intercom Corp., 3 E. 54 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 
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...hold the phone, 
lll have it for you 
right away... 


omptograp 
“220M” by ae ce 


New Multiplication Key—it prints the answer, and both of the factors, on 
two easy-to-read lines. 


New High Speed—220 cycles per minute. Over 30% faster than most other 


new featu res 10-key listing machines. 
New More Flexible Keyboard—accepts figures faster. 
make fi gures fly Naw Duel Purpose Lover— increases capacity to 11-digit listing, 13 totaling 
oo — ion. 
° New Color—smart “Autumn Tan”—blends with modern office decor. 
at and SO SI m ple New Variable Space Control—adjusts for single or double spacing. 
Plus these wanted features: Exclusive Automatic Visi-Balance Window— 


t m It} | | Single Cycle, Single Purpose, Control Keys—Adjustable Keyboard Angle— 
0 u Ip y 4 Two Color Printing—Quiet Rotary Action—Streamlined Styling—Concealed 
—= Paper Roll—and many others. 


Now Lease any Comptometer Business Machine on a nationwide leasing 
plan through Comptometer offices. 


Cmptometer CSrporation /.2.simnale 


COMPTOMETER CORPORATION 
1742 N. Paulina St., Chicago 22, Illinois 


0 Arrange free office trial for me on: 

© Send me literature on: 
C Comptometer Comptograph “220M” 
© Comptometer Customatic 
© Comptometer Commander 


Name 
New Comptometer Customatic— Comptometer Commander—Insures Firm 
World's fastest way to figure... accuracy in dictation. Lifetime 
now faster than ever. Try it Magnetic belt saves far more Address. 
FREE on your own work. See than machine costs. See for 
for yourself. yourself, City.t_§__Zone___ State. 
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Feiler Engineering & Mfg. Co.’s Port- 
A-Phone is of “‘wireless” type. 


St., New York 22. Electro-Vox offers 
equipment of the direct-wire type 
and systems using an automatic central 
switchboard. Current details were not 
available at press time. 


Executone, Inc., 415 Lexington Ave., 
New York 17. Executone line consists 
of 5 basic systems of the direct- 
wire type using desk-type telephones, 
cabinet-type desk and wall units, loud- 
speakers and microphones for receiv- 
ing and transmitting. Unlimited 
stations can be interconnected in a 
single system and the same number 
can be interconnected for a single con- 
ference call. Half the number of 
stations may conduct private conver- 
sations simultaneously. Selector levers 
are used to call stations. Standard 
features are busy signal, automatic 
ringing, public address system cut-in, 
adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, credit authorization facilities, 
executive right-of-way, volume controls, 
lock-out of incoming calls when busy 
and emergency alarms. Price range: 
starts at $69.50. 

Fanon Electric Co., Inc., 98 Berri- 
man St., Brooklyn 8, N. Y. Fanfare 
and Fanofone equipment consists of 
5 basic lines of many different models 
of the “wireless” type. Central switch- 
board equipment is also available, 
some automatic, some requiring an 
operator. Desk and wall telephones, 
desk and wall cabinet-type units, flush 
wall units, loudspeakers and micro- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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phones are used for transmitting and 
receiving. Unlimited number of sta- 
tions can be interconnected in a single 
system, an unlimited number of sta- 
tions can be interconnected for a con- 
ference call and one half the number 
of stations can conduct private conver- 
sations simultaneously. Standard fea- 
tures are the busy signal, automatic 
ringing, public address system cut-in 
and dial tone, while optional fea- 
tures include adaptability for use with 
dictating equipment, extension stations 
for secretaries, credit authorization fa- 
cilities, executive right-of-way, lock-out 
of incoming calls when busy, code call 
paging sonnections with mobile radio 
equipment and emergency alarms. The 
firm is also introducing an all-transist- 
orized unit. Price range: $350 up. 

Federal Telephone & Radio Co., 
100 Kingsland Rd., Clifton, N. ]. 
Federal Telephone offers Dial Inter- 
com Systems of the type using an 
automatic central switchboard. Current 
details were not available at press time. 

Feiler Engineering & Mfg. Co., 8026 
N. Monticello Ave., Skokie, Ill. The 
Port-A-Phone intercom unit is of the 
“wireless” type. Wall and desk cab- 
inet-type units are used for transmitting 
and receiving. Up to 20 stations can be 
interconnected in a single station, 20 
stations can be connected for a single 
conference call and one private con- 
versation may be carried on at a time. 
Voice paging is used to call stations. 
Volume controls are standard equip- 
ment. Price range: $89.95 for a set of 
2 units. 

International Business | Machines 
Corp., 500 Madison Ave., New York 
22. IBM offers an Electronic Paging 
System which is of the “wireless” type. 
A central code selector is used to trans- 
mit coded numerical calls. These are 
sent out automatically when a selector 
plug is inserted. Signals may be broad- 
cast over a variety of devices, includ- 
ing bells, chimes, gongs, dome lights, 
and portable paging units. Capacities 
of central selectors range from 10 to go 
codes. Emergency alarms can be trans- 
mitted in addition to automatic or 
manual signals indicating work or rest 
periods. 

International Standard Trading 
Corp., 22 Thames St., New York 6. 
IST, which is an associate of Interna- 
tional Telephone & Telegraph Co., 
offers an extensive line of teletypewriter 
and other wire communications equip- 


done » oo 


ment and facilities. Current details 
were not available at press time. 
Kellogg Switchboard & Supply Co., 
6650 Cicero Ave., Chicago 38. The 
Kellogg line consists of 6 basic models 
of intercommunications systems, in- 


Different types of intercom stations 
shown above are, top to bottom, Trans- 
electric Mfg. Co.’s Fonex direct-wire 
station, J. M. Loge’s Kwik-Kall inter- 
com set, David Bogen Co.’s Cha'lenger 
master and remote stations, Talk-A- 
Phone Co.’s unit, and Stromberg-Car]- 
son’s Key-Municator. 
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WITHOUT CARBONS 


NCR PAPER DOES IT!... produces cleaner, clearer copies 


Business forms users everywhere are dis- 
covering that NCR Paper speeds up 
their,work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 


copies are always neat and clean, easy 


to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


989 OFFICES 


SEPTEMBER 1658 


IN 94 COUNTRIES 


Use Readers' Inquiry Coupon on Page 88 


- 


Have your forms printed on NCR Paper 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 


your present forms supplier, to- 
day, for further information. eat 


*TRADE MARK REG. U.S. PAT. OFF. 1 


Wattonal 
NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 

ADDING MACHINES ¢ CASH REGISTERS 

. J sisstisindichstnnidianil 
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cluding the Dial 9 for up to g stations, 
the Select-O-Phone for up to 50 sta- 
tions and the Relaymatic and KMG 
for over 50 stations. The smallest sys- 
tem is of the direct-wire type; the 
others use a central switchboard. 
Transmitting units available are wall- 
and desk-type telephones, loud speak- 
ing telephones, loudspeakers and micro- 
phones. Receiving units consist of 
wall- and desk-type telephones and 
talk-back speakers, Stations are called 
by dialing or by selector buttons. 
Standard features are busy signal, pub- 
lic address system cut-in, adaptability 
for use with dictating equipment, ex- 
tension stations for secretaries, dial 
tone, executive right-of-way, lock-out of 
incoming calls when busy and code 
call paging. Optional features are cre- 
dit authorization facilities and emer- 
gency alarms. Price range is dependent 
on size of system. 

Kleinschmidt, Inc., County Line Rd., 
Deerfield, Ill. Kleinschmidt offers tele- 
printing and similar equipment. Cur- 
rent details were not available at press 
time. 

L & O Research & Development 
Corp., 134 N. Wayne Ave., Wayne, Pa. 
The firm has offered facsimile equip- 
ment. Current details were not avail- 
able at press time. 


Two types of paging systems equip- 
ment are shown above. Top, DuKane 
Corp’s transistorized Pocket Pager, bot- 
tom, Allied Radio Corp.’s Knight con- 
trol center used for both paging and 
intercommunications purposes. 


Lamson Corp., 10 Lamson St., Syra- 
cuse 1, N. Y. Lamson’s Airtube pneu- 
matic systems consist of two basic 
models for the transmission of mail, 
papers, IBM cards and small objects. 
A completely automatic monitor or 
switching system enables the 4” x 7” 
carriers to be switched at the central 
point from one tube or line to another 
automatically. 


Line Electric Co., 1407 McCarter 
Highway, Newark 4, N. ]. This com- 
pany has offered code call paging sys- 
tems. Current details were not avail- 
able at press time. 


]. M. Loge, Sound Engineers, 2171 
W. Washington Blvd., Los Angeles 18. 
The firm has offered the Kwik-Kall 
and Kwik-Kall Junior line of intercom- 
munications equipment of the direct- 
wire type. The firm has recently intro- 
duced a 2-way intercom set called 
Kwik-Kall which serves as a telephone 
stand and permits 2-way conversations 
with up to 12 other stations. The sets 
are available in several colors. Other 
current details were not available at 
press time. 


Mohawk Business Machines Corp., 
944 Halsey St., Brooklyn 33, N.Y. This 
company has offered an Automatic 
Pager for recording voice paging calls 
for automatic repetition over public 
address systems. Current details were 
not available at press time. 


Motorola Communications & Elec- 
tronics, Inc., 4501 W. Augusta Blvd., 
Chicago 51. The firm’s “Handie 
Talkie” Radio Pager is a wireless unit 
using radio signals for one way signal- 
ling. Wall- and desk-type telephones 
and a pushbutton selector box with 
microphone are used for transmitting. 
The signals are received by pocket 
sized radio receivers that clip onto belts 
or fit into pockets of the wearers. A 
selective tone alerts the user at the re- 
ceiving unit to a private voice message. 
In a single system 171 stations can be 
interconnected. 

North Electric Co., 553 S. Market 
St., Galion, Ohio. The Privatel line of 
intercommunication units using an 
automatic central switchboard contains 
12 basic models. Wall- and desk-type 
telephones, loudspeakers and Ericon 
one-piece telephones are used for trans- 
mitting and receiving. Up to 1000 sta- 
tions can be interconnected in a single 
system, 6 stations may be connected for 
a single conference call and 150 private 
conversations may be conducted sim- 


ultaneously. Stations are called by dial- 
ing. Standard features are busy signal, 
automatic ringing and dial tone. Op- 
tional features include public address 
system cut-in, adaptability for use with 
dictating equipment, extension stations 
for secretaries, credit authorization fa- 
cilities, executive right-of-way, lock-out 
of incoming calls when busy, code call 
paging, connections with mobile radio 
equipment and emergency alarms. Also 
available is a rotary line group, 2-party 
service feature, which ties lines to other 
automatic switchboards when all lines 
in one are busy. Price range: From 
$750. A “hands-free” transistorized 
one-piece telephone will be introduced 
in the fall. 

Philco Corp., Tioga & C Sts., Phila- 
delphia 34. While current details are 
not available, Philco has offered Audi- 
page equipment used for voice paging 
by means of radio. The building in 
which it is to be used is wired with 
a loop antenna. Individuals expecting 
calls wear small receiving units (about 
the size of a pocket lighter) on which 
they receive messages. These units are 
transistorized and weigh about one 
ounce. 

Radio Corp. of America, Commer- 
cial Electronic Products, Camden 2, 
N.]. RCA offers two basic intercom 
lines of the direct-wire and automatic 
central switchboard types. 

The Rapids-Standard Co., Inc., Rap- 
istan Bldg., Grand Rapids 2, Mich. 
This company has offered a line of 
conveyor belt systems. Current details 
were not available at press time. 

Rauland-Borg Corp., 3515 W. Addi- 
son St., Chicago 18. Direct-wire type 
equipment. Current details were not 
available at press time. 

Servus-Fone Div., Motiograph, Inc., 
4441 W. Lake St., Chicago 24. Central 
monitored switchboard equipment. 
Current details were not available at 
press time. 

Mark Simpson Mfg. Co., Inc., 32-28 
49 St. Long Island City 3, N. Y. 
Equipment includes “wireless” and 
direct-wire types. Current details not 
available at press time. 

Wm. M. Smith Co., 20 Ferguson 
Ave., Broomall, Pa. The Call/Sender 
line has 3 basic models of the direct- 
wire type. Wall and desk cabinet-type 
units are used for transmitting and 
receiving. Up to 7 stations can be con- 
nected in a single system, up to 7 
stations can be connected for a confer- 
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FOR j 
“SWIVEL-TOP” 
TYPISTS 


e' 


EINSEL 


Typists who keep swiveling their heads from copy to 
typewriter (and most of them do)—often end up with 
typing fatigue. Result: their speed and efficiency are im- 
paired and your typing production is seriously decreased. 


It’s a common office problem—but you can beat it with 
the new ROYTYPE PRES-TO-LINE COPYHOLDER. With 
this convenient typing aid, your typists can sit in a natural 
and comfortable position and read line by line copy that 
is directly in front of them at their own eye-level. 


Actually pays for itself! Leading companies using the 
new copyholder report that it can save 3 to 4 times its own 
cost. The ROYTYPE PRES-TO-LINE is used extensively in 
business and industry, in U. S. Government offices, in 


public utilities, drafting firms and many other organiza- 
tions throughout the country. 

There are special models available for bookkeeping 
machines and other office equipment. Ask your ROYTYPE 
Representative for a demonstration in your office. Fill 
out the coupon below for a 3-day Free Trial. No obliga- 
tion, of course. 


R OYTYP Fences 


carbon papers, ribbons, quality supplies for all busi- 
ness machines . « « products of Royal McBee Corporation, world’s 


largest manufacturer of typewriters. 


Only ROYTYPE PRES-TO-LINE provides: 
front, eye-level reading 
line-by-line spacing 
instant adjustability for height, 
focal distance and 
correct lighting on copy 


ROYTYPE, Royal McBee Corporation, Dept. C 
Westchester Avenue, Port Chester, N. Y. 


Yes, I would like a 3-day Free Trial of the new 
ROYTYPE PRES-TO-LINE Copyholder. 


Title 


Zone. State. 
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ence call and from 1 to 3 private con- 
versations can be conducted simultane. 
ously depending on the model. Sta- 
tions are called by voice paging, dial- 
ing or selector levers. Price range: 
$49.75 for a complete set of two sta- 
tions and up. 

Stewart-Warner Electronics, 1300 N. 
Kostner Ave., Chicago 51. This com- 
pany produces Datafax facsimile equip- 
ment. Current details were not avail- 
able at press time. 

Stromberg Carlson Co., Special Pro- 
ducts Div., 1400 N. Goodman St., 
Rochester, N. Y. The Key-Municator 
line of direct-wire equipment comes in — 
the “600” and “1200” series. Cabinet- 
type desk units and loudspeakers are 
used for transmitting and receiving. 
Up to 100 stations can be interconnect- 
ed in a single system and normally the 
number of station selectors on the mas- 
ter unit can be connected for a confer- 
ence call. Voice paging is used for 
calling stations in the “600” series 
while the “1200” series makes use of 
chimes and lights for that purpose. On 
the “1200” series, busy signal, automa- 
tic ringing, volume controls, and lock- 
out of incoming calls when busy are 

74 55 standard with public address system 

All-New Therm o-Fax cut-in, extension stations for secretaries 
and executive right-of-way optional. 
2 . . Talk-A-Phone Co., 1512 S. Pulaski 
Microfilm Reader-Printer Rd., Chicago 23. Talk-A-Phone offers 
“wireless” and direct-wire equipment. 
Desk-type telephones in combination 
with the firm’s other units, wall and 


Brings Microfilm Records to Life 


in Just 8 Seconds! desk-cabinet-type units and loudspeak- 
Now you can copy any frame on the reel ers are used for transmitting and re- 
—in seconds, at the touch of a button. YOU READ, | ceiving. Up to 100 stations may be 
You select the frame on the bright, fine SELECT Al interconnected in a single system, all 


of the stations on a master unit may be 


Sar FE SR. Fae pow font connected for a single conference call 


push the button. In seconds, your and one half the total number of sta- 
copy is handed to you. These ready-on- tions may conduct private conversa- 
the-spot copies cost only 8¢ each. Never yOu ante, ’ tions simultaneously. Voice paging and 
before has microfilm copying been so THE selector levers and buttons are used to 
simple, so quick, so economical. See it in ' call stations. Standard features consist 
yourself. Find out how this modern mi- of extension stations for secretaries, ex- 

, ‘ . ecutive right-of-way and volume con- 
crofilm magic can bring a new kind of trols; optional features are the busy 
practical usability to your filmed files. E 


signal and lock-out of incoming calls 


Send coupon now for details. YOU GET when busy. Price range: $51 and up. 
YOUR 
PRINT i BY TelAutograph Corp., 8700 Bellanca 


Ave., Los Angeles 45. TelAutograph 
Telescribers are direct-wire units trans- 


MINNESOTA MINING AND MANUFACTURING COMPANY 
| r eum «@ where RESEARCH is the key to tomorrowas am 


3M Company, Dept. SP-98, St. Paul 6, Minnesota 


® mitting messages in “electronic long 
l Send me the facts on the new time and money-saving Thermo-Fax 18 . 8 ; ie 8 
“Thermo-Fax” Microfilm Reader-Printer. dtd hand” with the use of an electrified 
| | nes READER PRINTER stylus. Wall and desk cabinet-type 
J company | wa : 
eel c 3M For further information, use 
i _— I Macic —- Readers’ Inquiry Coupon on 
l City Zone State _ The term “Thermo-Fax” is a trademark page 88. 
——— ee ee _I of Minnesota Mining & Mfg. Co. 
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Wm. Herbert Carr, Vice President — Finance, California Packing Corporation 


“Moore forms help us speed Del Monte sales forecasts” 


CONTROL GIVES CALPAK MORE ACCURATE REPORTS SOONER TO MEET FAST MARKET CHANGES 


With thousands of food items in their line, the California 
Packing Corporation (Del Monte) must have up-to-the-min- 
ute sales and inventory facts on each product. A new auto- 
mated system makes possible complete weekly reports based 
on information from over 240 widespread locations. 


Figures from plants and sales offices are fed into an 
IBM 650 Computer, which calculates total sales, unshipped 
orders, transfers and inventories. The magnetic tapes con- 
taining this information run through an IBM Tape Data 
Selector, which prints the complete Stock and Sales Report 
on specially designed Moore 4-part continuous forms. This 
is Calpak’s control in print. 


These are the benefits: Intermediate copying steps are 


Build control with 


MOORE BUSINESS FORMS 


eliminated. Errors are cut to a minimum. Correct marketing 
action can be taken faster to insure proper levels of stocks. 
More detailed market forecasts prevent loss of profit from 
under or over production during short packing seasons. 


The Moore man can help in the scientific 
design of Automated: Data Processing (ADP) 
systems and the forms tailored to them. For 
further information on—and samples of — 
Moore-planned form systems, write the nearest 
Moore office. 


Moore Business Forms, Inc., Niagara Falls, N. Y.; Denton, Texas; 
Emeryville, Calif. Over 300 offices and factories through- 
out U.S., Canada, Mexico, Caribbean, Central America. 
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At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE-— first plastic-base typewriter carbon ever—outlasts ordi- 
nary carbons 3 to 1! Cleanest copies ever. Yes, NU-KOTE copies 
stay clean, keep your hands clean. Comes in one weight and finish. 
Sharp, clear copies first to last. For any typewriter, for just about 
any copy job. Try it! Available only through your local dealer. 


FREE SAMPLE! 


For a free sample of NU-KOTE, just mail this coupon attached to 
your company letterhead. 


Burroughs Corporation, Burroughs Division OM-80 
Dealer Sales Dept., Detroit 32, Michigan 


“oe — 
Firm ___ = 
Address 
gt Zone __ State 
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units are used to send and receive the 
messages. Unlimited number of sta- 
tions may be set up for intercommuni- 
cations. Dialing and selector buttons 
are used to call stations. Standard 
features include busy signal, automatic 
ringing, executive right-of-way and 
lock-out of incoming calls when busy, 
Price Range: Transceiver transmitting 
units, $1350; Receiver receiving units, 
$765. Equipment may also be leased. 
The firm will also have available closed 
circuit industrial television and _tele- 
printers. 

Telecom, Inc., 1019 Admiral Blvd., 
Kansas City 6, Mo. Telecom produces 
17 basic models in its line of automatic 
central switchboard equipment. Wall- 
and desk-type telephones, wall- and 
desk-type cabinet units, loudspeakers 
and microphones are used for transmit- 
ting and receiving. One thousand sta- 
tions may be interconnected, 24 may be 
connected for a single conference call 
and one fourth the total number of sta- 
tions may conduct private conversa- 
tions simultaneously. Standard  fea- 
tures include busy signal, automatic 
ringing, public address system cut-in, 
adaptability for use with dictating 
equipment, extension stations for sec- 
retaries, dial tone and code call paging. 
Optional features include credit auth- 
orization facilities, executive right-of- 
way, volume controls, lock-out of in- 
coming calls when busy, connections 
with mobile radio equipment and emer- 
gency alarms. Price range: $500 to 
$45,000. ; 

Tele-Norm Corp., 55 W. 42 St. 
New York 36. The Tele-Norm line 
consists of direct-wire and automatic 
switch-board intercommunications sys- 
tems using wall-and desk-type tele. 
phones as transmitting and receiving 
units. From 2 to an unlimited number 
of stations may be interconnected in 
a single system. Conference calls may 
be arranged between as many stations 
as required and from 10 to 14 per cent 
of the number of stations may conduct 
private conversations simultaneously 
Stations are called by voice paging 
dialing, selector buttons or by bell and 
light paging. Standard features are 
busy signal, automatic ringing, publi: 
address system cut-in, adaptability for 
use with dictating equipment, dia 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88 
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“We've eliminated 24 
of our paper work 


... With our new 
Ozalid Order-Writing 
and Invoice System” 


IT BEGAN ONE DAY LAST YEAR. | WAS 
TALKING TO OUR METHODS MAN... 
WE PUT ON 2 MORE BILLING TYPISTS... 

AND STILL OUR BILLS ARE LATE! WHY? 
TM OW YOU 

SOMETHING . .. 


ALL THOSE ARE WASTED RE-WRITING OPERATIONS. OUR 
SALESMEN WRITE ORDERS. THEN WE TYPE THE SAME 
THING OVER ON SHIPPING TICKETS, ACKNOWLEDGE- 
MENTS, BILLS, BACK ORDERS. THE SAME DATA! 


I'M SURE YOU'LL BE ABLE TO 
HANDLE ALL THAT PAPER 
WORK IN JUST ONE WRITING— 
WITH AN OZALID SYSTEM. 

LET ME EXPLAIN IT... 


RIGHT AFTER THAT WE Looken i 
INTO THE OZALID SYSTEM . 


1! MUST ADMIT | WAS SKEPTICAL 9 
AT FIRST, BUT THIS OZALID SYSTEM 
IS TERRIFIC. WE CUT OUR CLERICAL 
EXPENSE 80% ...OUR BILLS GO OUT 
THE SAME DAY! 


IN FACT, PURCHASING'S 
Bee INSTALLING THEIR OWN 
B OZALID SYSTEM. THEY 
™ LIKE OURS SO MUCH! 


... AND WE'RE TURNING OUT 
PAPER WORK FOR NINE DIFFER- 
ENT DEPARTMENTS FROM THE 

SALESMAN’S ORIGINAL. OZALID 
BEATS RE-TYPING ANY DAY 
NO ERRORS, TOO! 


Lowest Cost Per Copy 
Ozalid Direct Copying ends wasteful “repeat writing” in 
every department...makes dry, perfect copies in seconds. 
And a letter-size sheet of Ozalid paper costs you less than 
@ penny—lowest cost per copy of any copying process. 


OZALID” 


AA-9 


Ozalid, Dept. 
Johnson City, N. Y. 

Please send more information on Ozalid One-Writing 
systems for these departments: 

[_] Purchasing [] Order-Invoicing  [_] Accounting 


[_] Receiving [_] Production Control [_] Engineering 


vee (PLease print) 
tion 
DIRECT |COPYL SYSTEMS bias 
TUF ] 
A Division of General Aniline & Film Corporation eteaaes 
Jn Canada: Hughes Owens Company, Ltd., Montreal. City State 
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tone, executive right-of-way, lock-out 
of incoming calls when busy and emer- 
gency alarms. Optional features are 
extension stations for secretaries, credit 
authorization facilities, volume con- 
trols, code call paging and connections 
with mobile radio equipment. 

The Teleregister Corp., 445 Fairfield 
Ave., Stamford, Conn. Teleregister 
offers specialized systems for the trans- 
mission and display of data. Current 
details were not available at press time. 

Teletype Corp., 4100 Fullerton Ave., 
Chicago 39. The Teletype line of 
equipment is designed for both long 
distance and internal applications. The 


equipment consists mainly of teletype- 
writers, teleprinters, transmitting and 
switching devices, tape punches and 
readers and similar equipment. The 
equipment uses direct wires for auto- 
matic or semi-automatic central switch- 
boards. Cabinet-type desk units are 
used for internal intercommunications 
with unlimited numbers of connecting 
stations in one system, or for confer- 
ences. The number of private simul- 
taneous connections depends on the 
system installed. Dialing and selector 
buttons are used to call stations. Stand- 
ard features include busy signal, auto- 
matic ringing, executive right-of-way, 


forms. 


| mailing costs going up? sneer 


cut them down with DUPLISNAP, 


A typist, a typewriter, and Dupli- 
snaps give you a complete address- 
ing department—at low cost. 


Duplisnaps are sheets of blank, 
perforated, gummed addressing la- 
bels interleaved with smudge-resist- 
ant carbon in easy-to-use “snap out” 


Find out today how Duplisnaps can 
help cut your mailing costs. Sold at 
all leading stationers. 


® REG. T.M. — U.S. & CANADA 


EUREKA SPECIALTY PRINTING CO. 
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lock-out of incoming calls when busy, 
and emergency alarms. The new Tel. 
etype Model 28 automatic send-receiye 
set not only has facilities for sending 
and receiving page copy on message 
paper of multi-part business forms bur 
also provides for typing, tape punch. 
ing, tape transmission, tape reception 
and a built-in control system for remote 
apparatus. 

Terry-Phone, Inc., 3805 Paxton St, 
Harrisburg, Pa. Terry-Phone has a line 
of equipment using direct-wire. Cur. 
rent details were not available at pres 
time. 

Times Facsimile Corp., 540 W. 55 
St., New York 19. The Faxwriter 
part of the line’s facsimile equipment 
Current details were not available ai 
press time. 


Transelectric Mfg. Co., 53 Hopewel 
Rd., Oxford, Pa. The Fonex line con 
sists of equipment of the direct-wir 
type. Desk- and wall-type telephone 
and desk and wall cabinet-type unit: 
are used for transmitting and receiving 
Loudspeakers may also be added t 
the system. Several hundred station 
may be interconnected in a single sys 
tem, conference calls can be arranges 
for all the stations on a master uni 
and the number of private conversa 
tions conducted simultaneously is on 
half the number of stations in th 
system. Standard features are bus 
signal, public address system cut-in 
extension stations for secretaries, ¢: 
ecutive right-of-way, and lock-out o 
incoming calls when busy. Option: 
feature is visual signal from exect 
tive set which is held until call : 
answered. Price range: $35 to $40¢ 

Vocaline Co. of America, Inc., 10 
Bristol Bldg., Old Saybrook, Cont 
Vocaline’s line of Vocatron equipmer 
is of the “wireless” type. The units ar 
small portable stations of the cabin 
type, plugged into existing electric: 
circuits. Some models are designe 
with extra power for longer distance 
Stations are called by voice paging, a 
units hearing all transmissions. Th 
201 model has a “privacy” switc 
which prevents eavesdropping. Price: 
$89.95 to $119.50 per pair of station 

Webster Electric Co., 1900 Clark Si 
Racine, Wis. The Teletalk line it 
cludes 40 basic models of the “wir 
less” type, the direct-wire type an 
units using an automatic central switc 
board. Wall- and desk-type telephone 
wall and desk cabinet-type units, low 
speakers and microphones are used f 
transmitting and receiving. Unlim: 
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practical 

low cost 
microfilming 

B begins with the 


9600 » Diebold 


ONLY MICROFILM CAMERA THAT COSTS NO MORE THAN A FINE ELECTRIC TYPEWRITER OR CALCULATING MACHINE! 


only the FEOF ity 9600 


Is compactly designed 
for easy operation! 
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Your microfilm savings start with your purchase 
of economical FLOFILM equipment! Engineered 
with the most advanced microfilm features 

yet devised, FLOFILM — 


e Eliminates Manual Transcription—copies 
records in 1/5 of a second! 


e Cuts Costs of Audits, Surveys— 
easily carried to the records! 


e Eliminates Miles of Files—flofilmed 
records save 99% of valuable 
floor space! 


Has the exclusive 
FILM MAGAZINE 
for flexibility 
of operation! 


FREE FOR THE ASKING! 


Send for your copy of “An Introduction 
to Microfilm” showing how firms such 
as yours save money with microfilm! 


Is PORTABLE—goes 
to the records 
for additional 
savings! 


DIEBOLD, INC. Dept. 110 
Flofilm Division 
Norwalk, Conn. 


Please send copy of “AN INTRODUCTION TO 
MICROFILM” at no obligation. 


& Name Title 
PUNCORPORATE Company 
vi » Norwalk, Conn. — Add 
2s and Service Offices in All Principal City Zone___ State. 
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ed numbers of stations may be inter- 
connected. Voice paging, dialing and 
selector levers and buttons are used for 
calling stations. Different models will 
include busy signal, automatic ringing, 
public address system-cut in, adapta- 
bililty for use with dictating equip- 
ment, extension stations for secretaries, 
credit authorization facilities, dial tone, 
executive right-of-way, volume controls, 
lock-out of incoming calls when busy, 
code call paging, and emergency 
alarms as either standard or optional 
features. Price range: From $50. 

The Western Union Telegraph Co., 
60 Hudson St., New York 13. In ad- 
dition to its extensive wire transmis- 
sion facilities, Western Union offers 
Intrafax facsimile equipment for send- 


ing copies of written, drawn, or 
printed material by wire. The equip- 
ment may be used for transmission 
over long distances or within a com- 
pany. : 

The Wheeler Insulated Wire Co., 
Inc., Div. of Sperry Rand Corp., 150 
E. Aurora St., Waterbury 20, Conn. 
The firm has offered a line of tele- 
phones of the sound-powered type. 
Current details were not available at 
press time. 

Wheelock Signals, Inc. 273 Branch- 
port Ave., Long Branch, N.]. The 
firm’s Code Call equipment is a pag- 
ing system of numerical codes sounded 
on bells, chimes, horns or other signal- 
ing devices. Two models of either 20 
or 40 stations are available, with the 


INDEX THE BUSY 
ACCOUNTS VISUALLY 


Find with the eyes 


instead of the hands 
RECORDS INSTANTLY IN SIGHT 


If file clerks can save time, you can save money. Airline Indexing 
by Wabash makes filing and finding faster than ever before 
possible. Companies who have installed the Airline Index report 
the cost is repaid several times during the first year, in clerical la- 
bor alone. See your Wabash or Art Metal dealer or write us soon. 


Valuable File Analysis for You 


Your local Wabash man can give 
your company a complete index- 


ing analysis. Call him today. 
AIRLINE INDEX 


WABASH FILING SUPPLIES, INC. 
386 South Wabash Street, Wabash, Indiana 


transmitting unit of the desk cabi ret. 
type. Price range: $135 to $270 for 
transmitting units plus cost of signals, 


Dictating and Transcribing 
Equipment 

American Dictating Machine Co, 
Inc., 65 Madison Ave., New York 16, 
The Rex Recorder line includes indivi- 
dual units for dictating, individual 
units for transcribing and combination 
units using magnetic disks which may 
be re-used thousands of times and have 
a recording time span of 10 minutes, 
The portable units weighing 17 |bs. 
have optional carrying cases. Network 
systems can make use of existing tele- 
phone facilities. Standard features on 
dictating units includes playback 
through loudspeaker and controls on 
telephone handset and machine. On 
the transcribing units, foot pedal and 
main unit controls, and _ playback 
through earpieces are standard with 
playback through loudspeaker optional, 
Corrections and length of letter are 
marked on a tape roll containing 35 
slips which are pulled through and 
torn off individually when a record is 
completed. Price range: $65 to $110 
per station. Conference recording is 
also possible. 

Comptometer Corp., 1735 N. Paulina 
St., Chicago 22, Ill. The Comptometer 
line of machines includes 5 basic mod- 
els of combination units for dictating 
and transcribing, individual transcrib- 
ing units and individual dictating 
units. Recording is done on magnetic 
belts which have a maximum record- 
ing time of 10 minutes and which 
are indefinitely re-usable. Standard fea- 
tures on the dictating unit are micro- 
phone controls, and playback through 
microphone and Joudspeaker. Cn the 
transcribing units standard features are 
foot pedal and main unit controls, 
adjustable playback speed, playback 
through microphone and earpieces. 

A punched log strip indicates length. 
errors are erased automatically and in. 
structions are given directly on the belt 
A portable, battery-powered model i: 
available with standard or optiona 
carrying case. Price range: approxi 
mately $300 to $450. 

De-Jur Amsco Corp., 45-01 Northerr 


(To page 65) 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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Use quality floor waxes containing 


Du Pont’s anti-slip ingredient 


You benefit two ways with floor wax 
containing “Ludox”. First, there’s the 
skid resistance ““Ludox” adds. Tiny, 
transparent spheres of “Ludox”’ exert a 
snubbing action with every footstep... 
give sure-footed traction. Second, you get 
the lasting beauty only a fine wax can 
give your floors . . . and it’s easy to keep 
floors beautiful, because scratches and 
scuffs can be buffed out, without rewaxing. 


Floor waxes containing ‘“Ludox’’, 
Du Pont’s anti-slip ingredient, give your 
floors the appearance you want, plus 
added safety underfoot. Mail coupon be- 
low for more information and a list of 
suppliers for products containing 
“Ludox”. E. I. du Pont de Nemours & 
Co. (Inc.), Grasselli Chemicals Depart- 
ment, Room N-2533, Wilmington 98, 
Delaware. 


DOUBLE-ACTION RUG AND UPHOLSTERY 
SHAMPOOS—A NEW USE FOR LUDOX® 


New shampoos containing “Ludox” clean and 
treat rugs against resoiling in just one applica- 
tion. “Ludox” fills microscopic fiber crevices . . . 
protects surface so dust and dry dirt don’t cling. 


Dirt stays on surface for easy removal. 
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COLLOIDAL SILICA 


REG. U.S. PAT. OFF 


BETTER THINGS FOR BETTER LIVING 
.. « THROUGH CHEMISTRY 


MAIL THIS COUPON TODAY 


eee ee cee es eee es ee ee ee ee ee oe oe oo ee ea ewan awa an | 

E. I. du Pont de Nemours & Co. (Inc.) | 
I'm also interested in: Grasselli Chemicals Department, Room N-25330M | 

| CO Names of suppliers of Wilmington 98, Delaware 

] anti-slip floor waxes con- Please send me the free booklet describing the advantages of using floor | 

| taining ‘‘Ludox”’ wax containing “Ludox.” | 

| CO More information about Name | 
double-action rug and up- Fi Title | 

| holstery shampoos con- -— . 

| taining “‘Ludox’’. Address 

| City State 
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. CORONA 
AUTOMATIC MARGINS 
one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO 
if motor is ON or OFF. 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO 
without moving carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO 
and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately _ YES NO 
indicates bottom margin. 


88 CHARACTER KEYBOARD 
Standard at YES NO 


no extra charge. 


KEYBOARD -SLOPE 
Key top slanted to fit YES NO 
natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO 
with no “scuffing” action. 


SAFETY COVER 
Motor shuts off when cover YES NO 
is raised to change ribbon. 


CUSHIONED TOUCH * 
Eliminates jar to sensitive finger YES NO 
tips at end of each stroke. : 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES. 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
A B c D 


Simple one-hand, YES NO NO YES NO 


NO NO NO 
NO NO NO 
NO NO NO 
NO YES NO 


NO 


YES 


NO NO 


NO NO 
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Portable dictating equipment eases executives’ work because of its flexibility. Shown here are left, Sound-Scriber ““200-B” 
used on plane, and middle and right, DeJur Amsco equipment used in car and conference room. 


Blvd., Long Island City 1, N. Y. The 
De-Jur Grundig Stenorette is an indi- 
vidual combination unit for both dic- 
tating and transcribing which uses 
magnetic tape that can be re-used in- 
definitely with a maximum recording 
time of 30 and 45 minutes. Micro- 
phone and machine controls are stand- 
ard on the dictating unit with optional 
playback through loudspeaker. The 
transcribing unit has controls on the 
main unit, on foot pedals, or on a type- 
writer control unit placed on a bar at 
the front of the typewriter. Playback 
may be had through loud-speaker or 
earpieces. Letter length is indicated 
on a log pad while electronic erasing 
and correction is done on the tape itself. 
The unit is portable, weighs 11 pounds, 
10 ounces, and has an optional carry- 
ing case. Price range: $179.50. 
Dictaphone Corp., 420 Lexington 
Ave., New York 17. Dictaphone man- 
ufactures the Time-Master, Telecord 
and Dictet line of dictating and tran- 
scribing equipment. Time-Master and 
Telecord use plastic belts designed for 
one-time use having a maximum re- 
cording time of 15 or 30 minutes. 
Dictet uses magnetic tape. Combina- 
tion units, individual units and _ net- 
work systems making use of pres- 
ent telephone facilities are available. 
Standard features on the dictating units 
are microphone and telephone handset 
controls, playback through loudspeak- 
er and microphone and remote control 
of receiving unit. Standard features on 
transcribing unit include main unit 
and foot pedals controls, playback 
through loudspeaker and earpieces and 
adjustable playback speed. Indexing 
is done with touchbuttons on the mic- 
rophone and automatic markings on 


indicator slips loaded 24 at a time. Both 
the Time-Master and Dictet are port- 
able units weighing 10 lbs. and 2 lbs., 
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II 0Z., respectively, with optional car- 
rying cases. Price range: Dictet, $294; 
Telecord (1 recorder, 3 stations, 1 tran- 
scriber), approx. $1200. 


Thomas A. Edison Industries, Me- 
Graw-Edison Co., West Orange, N. ]. 
The Edison Voicewriter contains 4 
basic models in the line using magnet- 


The Copease dare: 


ae 


COMPARE! 


That’s our challenge. Compare COPEASE with any other copying 
machine. See for yourself that COPEASE—and only COPEASE— 
will copy everything and copy it perfectly. Whatever the job, 
COPEASE will copy it. And it will do it for less. Here’s why: 


*COPEASE SAVES PAPER. \Vinety-five 
percent of all office copying is done at 
one dial setting. 


* COPEASE MAKES TWO COPIES FROM 
EVERY NEGATIVE. 


* COPEASE COPIES SAVE TIME. Vo proof- 
reading is necessary. 
* COPEASE IS EASY TO OPERATE. 


*COPEASE PHOTOCOPY MACHINES are 
built to last. 


*COPEASE COPIES EVERYTHING FROM ANY ORIGINAL. 


Allow us to prove it on the spot. We'll personally demonstrate that COPEASE COPIES EVERYTHING. 


r oual 
| DISTRIBUTORS IN PRINCIPAL Se sty “ey soapy ¥ 
| CITIES. REGIONAL OFFICES: Oy Rpeiaedepege tn agtectapraptanagiets 

— Gentlemen: | would like to have a 3-day FREE TRIAL of 
| New York, 425 Park Ave. Copease in our own office—without obligation. ........ 
Plaza 3-6692 oun send me a FREE copy of “THE TRUTH ABOUT 

. OPYING MACHINES”.... 
Chicago, 228 N. LaSalle St. 0 

| STate 1-1383 i PR caccacccsvetevececes 
| Los Angeles, 3671 W. Sixth NOs dx: incsiaedietadeeieaall ndcaadedieditaalakiiien 
| St, DUakirk 6-2881 : 
| Ce Warsssscneandentebabsrsacneee ZONE... -<SFATEscccccccceves 9 
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Shown above is the Peirce Dictation 
Systems’ voice actuated PBX machine 
known as Tel-Vac used in network dic- 
tation systems. 


ic tape and plastic disks. Disks can be 
re-used 5 to 8 times with a maximum 
recording time of 30 minutes. Stand- 
ard features on dictating unit are ma- 
chine and telephone handset controls, 
playback through microphone and re- 
mote control of receiving unit. Option- 


al are microphone controls, and play- _ 


back through speaker. 

The transcribing unit has main unit 
and foot pedal controls, adjustable play- 
back speed, and playback through ear- 
pieces with optional playback through 
loudspeaker. Indexing is done through 
mechanical marking of index slips. 


“Makes Waiting a PLEASURE” 


EY ENTHATION= 
A BEVCO RECEPTION AREA 


says — WELCOME! 


BEVCO VENTILATED CHAIRS 


Guarantees More 


Employee Comfort 
Employee Efficiency 
Beautiful Appearance 
High quality-Seng Tilt 
Less Cost 


DON'T SUFFER FROM O.H.S.* 


Guarenteed 5 Years ~VLIW-LFLEALION= (ey 32." 


14 Beautiful Colors 


Stretch 


Stain 


Tip 


Proor 


If it’s ci 
It’s the BEST... 


Buy BEVCO! 

Swivel Chairs 

Posture Chairs 

Reception Settings 

Coat and Hat Racks 
Safety Engineered 
Built for Public Seating 


SEE YOUR DEALER OR WRITE DIRECT 


BEVCO 


PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 
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Portable units weighing 10 to 12 lbs, 
are available with optional carrying 
cases. In the network system offe-ed, 
use is made of existing telephone facil- 
ities. Price range: From $350. 

The Gray Mfg. Co., 16 Arbor St., 
Hartford 1, Conn. The Gray Audo- 
graph line includes 4 basic models of 
combination dictating and transcribing 
units, dictating or transcribing only 
and network systems. Plastic disks 
which can be re-used 50 times with 
maximum recording times of 20, 30 
or 60 minutes are used. Standard on 
the dictating units are microphone and 
telephone handset controls, remote 
control of receiving unit and playback 
through microphone with playback 
through loudspeaker optional. On the 
transcribing units, main unit and foot 
pedal controls, and adjustable playback 
speed are standard with loudspeaker 
or earpiece playback optional. The 
Key-Noter model operating either on 
batteries or AC current is portable 
weighing 5 lbs., 10 oz., and comes 
with an optional carrying case. Net- 
work systems make use of existing 
telephone facilities and requires special 
wiring. Price range: $259.50 to $1,585 
plus tax. 

Infra Electronic Corp., 47 Factory 
Place, Cedar Grove, N. ]. The firm 
has offered dictating and transcribing 
equipment using plastic disks. Current 
details were not available at press time. 

Magnetic Recording Industries, 11 E. 
16 St., New York 3. The firm has 
offered the Voice-Master line of dic- 
tating equipment using magnetic disks. 
Current details were not available at 
press time. 


Miles Reproducer Co., Inc., 812 
Broadway, New York 3. The Walkie- 
Recordall line consists of combination 
dictating-transcribing units, individu- 
al units for dictating and transcribing 
and network systems. Plastic belts with 
a recording capacity of 3 and 4 hours 
which record once permanently are 
used. Standard equipment on the dic- 
tating units include microphone and 
machine controls, playback through 
loudspeaker and remote control of re- 
ceiving unit. Standard on the tran- 
scribing units are main unit and foot 
pedal controls, playback through loud- 
speaker and earpieces, and adjustable 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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Exclusive spring-cushioned keytops — designed to keep 
efficiency high from 9-to-5 — are the secret of Olympia’s 
sensational feather-light touch! 

Just one of the many advanced —and worthwhile — 
typing aids that make the precision-built Olympia the 
world’s finest typewriter to do business with. 

Job-proven features that help increase production and 
efficiency... reduce effort and maintenance costs. 

Be sure to see what Olympia can do for you — before 
you decide on any other office typewriter. 


Nation-wide sales 
and service through 
authorized Olympia dealers 


for typing perfection 


WRITES BEST op ae 
BECAUSE IT’S BUILT $1 oF ALL 


= 


Write For A Free Demonstration And Trial Today! 


5 OLYMPIA Typewriter Division M-3 

inter-Continental Trading Corp. m 
90 West Street, New York 6, New York 
Gentlemen: 

—I’m interested in a free “on-the-job” demon- + 
stration and trial of your Olympia precision- * 
built office typewriter. ° 

—Please send me your free, fact-filled illus- 
trated brochure. 


eeereee 


ef 


NAME. : 

COMPANY. ° 

OLYMPIA DIVISION STREET. — — ° 
Inter-Continental Trading Corporation » 90 West Street + New York 6, New York : CITY. : E 4 
COC THEEEEEEEEEHEEEEEEHEEEEEHEEHEEEEEEe 
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KLENZO 


Swift and smooth for @& 
typewriter, ink and ball- (am 
point work. =|: 
ko |e 
2 \5 
wpe 
=a 
GET THESE 35 
BLAISDELL EXCLUSIVES: 3/8 


SPEE-D-POINT perforation for easy 
sharpening — STED-D-POINT 
staple for secure eraser core. 


a 


= 


KLENZO 7/7 


Special compound, 
thin diameter for 
pinpoint erasing. 


Write for sample, naming 
this publication. 


TRADE MARKS REG. U.S. PAT. OFF. 


BLAISDELL 


PENCIL COMPANY 


BETHAYRES, PENNA. 


playback speed. Portable, battery-pow- 
ered units weighing 8 lbs. are avail- 
able with built-in carrying cases. 
With some models all noises except 
the speaker’s voice are filtered out 
and the 60 ft. sensitivity range of the 
machine allows for conference record- 
ing as well as freedom of movement 
by the dictator. A numbered indexer 
locates material on belt. Price range: 
$350 to $750. 

Mohawk Business Machines Corp., 
944 Halsey St., Brooklyn 33, N. Y. 
The firm manufactures a 3 pound, 
battery-operated portable tape recorder 
known as the Midgetape which is sen- 
sitive enough to record a whisper for 
on-the-spot dictation. It has a push- 
button microphone for stop-start con- 
trol, built-in loudspeaker and volume 
control and can record continuously 
for aa hour. Other current details were 
not available at press time. 

No. American Philips Co., Inc., Dic- 
tating Equipment Div., 230 Duffy Ave., 
Hicksville, L. 1., N. Y. The Norelco 
“35” is a portable office dictating and 
transcribing machine weighing less 
than 8 lbs. which uses magazine loads 
of magnetic tape which can be re-used 
indefinitely. There are five controls 
to handle all operations. The micro- 
phone adjusts to all voice levels. Thirty- 
five minutes of dictation can be record- 
ed on one tape reel. Dictating acces- 
sories for the machine include micro- 
phone/speaker and log pad; tran- 
scribing accessories include foot con- 
trol, typewriter control, stethescope 
head set and single earpiece. Price 
range: $179.50 with choice of either 
transcription or dictating accessories. 

Olkon Research Corp. of America, 
Vanguard Business Machines Div., 150 
Sylvan Ave., Englewood Cliff, N. ]. 
Vanguard dictating and transcribing 
equipment employs magnetic paper as 
the recording medium. Maximum con- 
tinuous recording time is about 10 
minutes but the paper can be re-used 
indefinitely. Machines are offered for 
dictating and transcribing or for trans- 
cribing only. Units can be used in 
network systems. Dictating controls are 
on the microphone or on the unit 
itself. Remote control is also available. 
Playback is through the microphone 
or loudspeaker. Transcribing units 
permit controls on foot pedals, a type- 
writer unit, or on the machine itself. 
Playback is through earpieces. Index- 
ing is accomplished on an index strip 
by means of a marker. Other details 
were not available at press time. 

Pacific Instruments Corp., 8046 Hol- 


Dictating machines use varied media 
to record. Shown from top to bottom 
are, Comptometer Corp.’s “Command- 
er” using magnetic belt, American Dic- 
tating Machine Co.’s “Rex-Recorder” 
using magnetic disks, Scribe Interna- 
tionale’s model S1-50 using magnetic 
tape, and Gray Mfg. Co.'s Audograph 
machine using plastic disks. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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‘“‘A creative forms supplier 
strengthens our PS* team” 


says T. J. Forp, TABULATING MANAGER, HER Masesty UNDERWEAR COMPANY 


“Over 98% of the form writing in our order-invoice 
procedure is accomplished automatically ...at a 
great saving of time and cost. The system produces 
valuable management control reports. The docu- 
ments customers now get emphasize their profits in 
retailing our line; help promote sales. On this project 
and others, Standard Register, as a creative forms 
supplier, has contributed heavily to the success of 
our Paperwork Simplification program.” 

Work Simplification is a continuous “grass-roots” 
program in all phases of this business at Mauldin, 
S. C. In the paperwork team effort, Standard Regis- 
ter plays a specialist’s role — recognizing improve- 
ment possibilities and applying its know-how in 
forms and systems. The time, labor and money sav- 
ings so accomplished would be of interest to your 
company. Let us help you study such cost- 
reduction possibilities. 


Write for this full story of mechanized rec- 
ords-production with punched cards: order, 
order summary, invoice, shipping summary, in- 
ventory record, quarterly sales analysis. Ask for 
PS. No. 48. 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 
Sales and Service Offices in Principal Cities 


Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; 
and Fayetteville, Ark. 


associates: R. L. Crain Limited, Ottawa, Ontario, Canada « W.H. Smith & Son 
(Alacra) Ltd., London, England « Gemah Formas Continuas, Caracas, Venezuela 
« Impresora Ariel, S. A., Havana, Cuba « Sten Dahlander, Stockholm, Sweden. 


Standard —— 
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ARE YOUR PAPERS 
PLAYING... | 


AIDE AND SEEK? 


Filing is important only if the finding 
is easy. Can you always put your hand 
on the letter, invoice, order, report 
or other paper you want, instantly? 
Are your files neat, compact, space 
saving? Your Stationer will be glad 
to explain the advantages of ACCO- 
filing to keep your records safe, and 
finding quick. See him now! 


“ACCO BOUND PAPERS 
ARE SAFE PAPERS" 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy 
Ideal for Cata- 
log Covers. 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Division of NATSER Cor poration 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


lywood Blvd., Los Angeles 28. The 
Stenecord line records on magnetic 
belts having a maximum continuous 
recording time of 12 minutes, but 
which are capable of indefinite re-use. 
Combination dictating and _ transcrib- 
ing units are available. Dictating con- 
trols are on the microphone with play- 
back through the microphone and op- 
tionally through a loudspeaker. Tran- 
scribing controls are located on foot 
pedals. Playback is normally through 
earpieces, but loudspeaker playback is 
available. Other details were not avail- 
able at press time. 

Peirce Dictation Systems, 5900 N. 
Northwest * Highway, Chicago 31. 
Peirce Dictation Systems include indi- 
vidual combination units for dictating 
and transcribing, individual units for 
these functions, and network systems. 
The units make use of magnetic belts 
which have a maximum recording time 
of 15 minutes and which may be re- 
used 10,000 times. Standard features 
on the dictating unit include telephone 
handset, machine and microphone con- 
trols, playback through speaker and 
mecrophone, and remote control of re- 
ceiving units. ‘The transcribing units 
have as standard features foot pedal 
controls, adjustable playback _ speed, 
playback through earpieces and auto- 
matic backspace. Playback through 
loudspeaker is optional. Other fea- 
tures include unlimited measured re- 
view on network and individual ma- 
chines from microphone control. Net- 
work system with automatic selection 
is also available in addition to micro- 
phone and telephone networks with 
manual selection. Letter length is in- 
dicated by a punch on both individual 
and network machines. A_ second 
punch is offered on the network ma- 
chines for deferred corrections, but in 
most cases errors are automatically 
erased by the dictator. Portable bat- 
tery-powered units weighing 41 lbs. 
are available with optional carrying 
cases. The firm’s PBX-PAX recorder 
using magnetic media is voice-actuated 
for both operating and review pur- 
poses. Price range: $320 for portable 
model, to $595 for PBX voice actuated 
machine. 

Scribe Internationale, Div. of Gen- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
page 88. 
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eral Sintering Corp., 10005 Franklir 
Ave., Franklin Park, lll. The Scribe 
line of equipment includes three basi: 
models using magnetic tape as record- 
ing media which can re-used indefin- 
itely with a maximum recording time 
of 30 minutes or a special one-hour 
tape. Combination units as well as in 
dividual units for dictating and tran 
scribing and network systems arc 
available. Standard features on dic 
tating machines are microphone con 
trols, playback through loudspeaker, 
and remote control of receiving units. 
Standard features on the transcribing 
unit are foot pedal controls and play- 
back through earpieces. A log card 
indicates special instructions and a 
punched time index card calibrated in 
quarter minutes up to 30 minutes is 
used to indicate letter length. A port- 
able unit weighing 25 lbs. is available 
with an optional carrying case. Special 
wiring is required for network systems. 
Price range: $290 to $330 plus acces- 
sories. 

The SoundScriber Corp., 6 Miadle- 
town Ave. P.O. Box 1941, North 
Haven, Conn. Soundscriber equip- 
ment consists of three basic models, 
individual dictating units, individual 


Have You Heard About Automation 
for the Engineering Dept.? 


Filmsort 


Aperture Cards 


The engineering department has its own 
automation system. The engineers coll it 
automated documentation. 

The input is microfilm of engineering 
drawings. The running time is almost no 
time at all. The output is prints from 
electrostatic masters, vellums or sulphite 
at the lowest costs yet. 

For automated documentation, the 
engineers use a special card—the Film- 
sort aperture card. You can find out more 
about this new form of automation by 
asking for our booklet, “The Filmsort 
Aperture Card for Your Engineering 
Drawings and Allied Records.” 


The Filmsort Company 
Pearl River, N.Y. 
A DIVISION OF MIEHLE-GOSS-DEXTER, INC. 
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Muscles of 


MYLAR’ 
make 
Columbia’s 


New 


EXEC 
M-S 


the strongest 
carbon ribbon 
ever developed 


EXECU-TAPE M-50 
STYLE RIBBON BY 


COLUMBIA RIBBON AND CARBON MANUFACTURING CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 


SEPTEMBER 1958 
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TRADEMARK 


Mylar, DuPont's super-strong, super-sheer polyester 
film, puts the muscles in Columbia's new Execu-Tape 
M-50 style ribbon, the new carbon ribbon that 
actually defies breaking, tearing or ripping by 

any business machine. Execu-Tape M-50 calls an 
emphatic halt to costly ribbon-fixing interruptions 

. . . keeps your machines breezing along. Ribbon 
changes are reduced, too: Execu-Tape M-50 is the 
longest carbon ribbon of its diameter there is. 


In addition, Execu-Tape M-50 creates typing that 
challenges detection from actual printing: its rugged 
sheerness encourages the keys to transfer all the 
carbon to the typed page. You'll witness a 
sharpness of write that unmistakably says 
“executive” correspondence. And masters—for 
offset, hectograph and most copying processes— 
are shar=2r, surer, more masterful! 


Switch to new Execu-Tape M-50—the strongest 
carbon ribbon ever developed—and forget about 


rips, tears and breaks! 
*DuPont Reg. T. M. 
For more information about Mylar 
film, see DuPont 
advertisement on page 73 
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BUY DIRECT FROM 
MANUFACTURER and 


SAVE up to 60% 


Sheet Protectors 


(See Ad on Page 73) 


@ EXTRA-THIN 

@ 5 TIMES AS STRONG 

@ PUNCHED HOLES WON'T TEAR 
@ LONG WEARING 


100 Crystal clear, .002 ga 
TRIAL MYLAR, Sheet Protectors, 


Ww" x a enens = $15 
3 oval holes for standar 
ORDER binder. Black album paper 
: insert. Usually 25¢ each... 


250—12c ea. 500—10c ea. 


Additional Savings on Larger Quantities 
Wholesale Stationers’ Inquiries Solicited. 


AMERICAN 
Muli PLASTICS, inc. 


transcribing units and the 200-B porta- 
ble units. Plastic disks are used for 
recording, available in maximum re- 
cording sizes of 8, 15 and 30 minutes. 
The disks are re-usable several times. 
The dictating controls are located on 
both the machine and the microphone. 
Playback is through the microphone 
or through an in-built loudspeaker for 
group playback. The transcribing unit 
has foot and hand controls with play- 
back through earpieces. Letter length 
indication and instructions are given 
on the disk and the dictating unit has 
an illuminated scale which shows the 
amount of recording time left. A “tele- 
vision mirror” on the transcribing unit 
shows letter length and where changes, 
corrections and instructions appear on 
the disk. Existing telephone facilities 
may be utilized in setting up network 
systems. The portable unit weighs 6 
pounds and its mailable disks may be 
transcribed on standard office units. 


Next Month: 


Profile— 
(From page 36) 
which = ac- 


quently was _ treasurer, 


counted for nearly ten per cent of the 


pass-on readership. Secretaries, sales 
managers, comptrollers, general man- 
agers, and assistant office managers, 
each, as a category, accounted foi 
more than five per cent of the second- 
ary readership. 


So, there you are—the Office Man- 
agement reader, an officer with full 
or major responsibility for nearly 
everything that goes into the creation 
and functioning of most of America’s 
offices—from selection of personnel te 
choice of the machines that are carry- 
ing an increasing share of the office’s 
work. You represent the entire range 
of American business, from large of- 
fices to small, from manufacturing 
corporations to service institutions. 
And, with the constantly increasing 
importance of the office in the total 
company picture, you thus represent 
a major factor in the American econ- 


Microfilm ; ; 
Dept. OM, 76 Madison Ave. omy, and a group which will con- 
New York 16. N.Y. , Equipment tinue to grow in authority and re- 
; sponsibility in the years ahead. 
. eeeeeen " . 
Say “Dennison” when you want the best in 


To save time 


.. US€ THE 


* Be. 


in the office 


Addressing Labels + Mailing Labels « PRES-a-ply Labels 
Red Bordered Labels « File Folder Labels 

Mending Tape + Correction Stickers » Correction Tape 
Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets hei 


Coin Mailing Cards + Paper Fasteners » Key Tags 


Inventory Cards + Metal Rim Tags + Shipping Tags 4 


DENNISON 


MANUFACTURING COMPANY 
Framingham, Mass. Co 
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STRENGTH Make this test yourself. Join a sheet protector of ““Mylar’’ poly- 
* ester film to an ordinary sheet protector with “‘S’’ hooks or ordinary 
paper clips. Then snap! Even though it’s much thinner, the sheet protector of 
“‘Mylar’’ remains intact while the ordinary sheet pulls away at the ring holes. 


THINNESS. 


“‘Mylar’’ combines re- 
markable strength with 
space-saving thinness . . . up to 35% 
more sheets in a ring binder , . . helps 
cut weight and bulk in salesmen’s kit. 


SPARKLING CLARITY, Sect 
tors of ““Mylar’’ add eye appeal to sales 
presentations, reports or displays. 
*“Mylar’’ remains flexible . .. won’t dis- 
color, crack or become brittle with age. 


New thinner, stronger sheet protectors of Du Pont Mylar® 
can help save you space...cut replacement costs 


Tough, clear Du Pont “Mylar’’* 
polyester film puts extra “‘muscle’”’ 
in sheet protectors ... makes them 
truly wear- and tear-resistant ... 
prevents hole “‘pull-out.”” And the 
thinness of ‘‘Mylar’’ makes it pos- 
sible to get up to 35% more sheets 
in a ring binder. Salesmen have 
less bulk and weight to carry. 


What’s more, sheet protectors 
of ““Mylar’”’ won’t crack or break 
with age. They remain flexible, 
easy to handle . . . will not dis- 
color. This long life can help cut 
your replacement cost on sheet 
protectors! 

So be sure to capitalize on all 
the advantages of sheet protectors 


*Du Pont manufactures the base material “‘Mylar”—not finished sheet 


protectors. * 


‘Mylar”’ is Du Pont’s registered trademark for its polyester film. 


Reinforced Sheets 
Job Ticket Holders 
Index Tabs 

Book Covers 


Typewriter Ribbons 


HERE ARE SOME OF THE ITEMS 
YOU CAN NOW GET WITH “MYLAR” 


Index Card Holders 
Wallet Inserts 
Sheet Protectors 
Blank Tabbing 
Carbon Paper 


SEPTEMBER 1958 
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BETTER THINGS FOR BETTER LIVING. . 


made with “‘Mylar’’. . . long-last- 
ing strength, brilliant clarity, ex- 
tra thinness. Next time you order 
from your stationery supplier, 
specify “‘Mylar.’’ For demonstra- 
tion sheet, write: E. I. du Pont de 
Nemours & Co. (Inc.), Room. OM-9, 
Film Department, Wilmington 98, 
Delaware. 


GU PONY 


REG. U. 5. Pat. OFF 


» THROUGH CHEMISTRY 


DU PONT 


MYLAR 


POLYESTER FILM 
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You be the 


JUDGE = 


You'll give the verdict to Neva-Clog, 
the plier-type Stapler. 


Batten | 
EASIER to use 


HANDIER to store 


Try it—at no cost to yourself —in 
your own “office testing ground”— 
where performance counts. 


You'll discover that the N-c plier- 
type Stapler is designed to cut office 
noise—because it just “clicks”—never 
goes “SLAM-BANG!” Handier because 
it fits so trimly in the steno’s type- 
writer well, any flat desk drawer, the 
executive’s attache case, salesman’s 
brief case or pocket. Popular be- 
cause it works right at the file with 
the clerk, needs no flat surface or 
pounding. 


FREE 10-day TRIAL 


Right now a Neva-Clog 
Stapler is available for 
a 10-day Free Trial — 
with no obligation to 
you. Your commercial 
stationer can arrange 
this Free Trial for you. 
Try it, you'll prefer 
Neva-Clog . . . the 
plier-type Stapler! 


NEVA-CLOG 


PRODUCTS, INC. 


Bridgeport 1, Connecticut 


} ha DAVISON & CO., Pacific Coast 
609 Mission St., San Francisco, 
eal e JIM W. COOPER, JR., Southern 
P. 0. Box 2152, Atlanta, Ga. @ 
CANADIAN STAPLES LTD., Montreal, 

, Toronto, Winnipeg, Vancouver 
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Conditioning space— 
(From page 30) 


ture design follows a modular pat- 
tern, in which electric fixtures are co- 
ordinated with window modules: at 
the periphery private offices, and with 
column spans in the general office 
space. This insures that ceiling height 
partitions, no matter where they may 
be installed in the office will not make 
it necessary to relocate lighting fix- 
tures, since such partitions, under the 
space control plan, weuld also be co- 
ordinated with the building columns. 

The air conditioning design normal- 
ly establishes window air conditioning 
units to satisfy the periphery private 
offices, and use of a central air condi- 
tioning system to meet general office 
requirements. Conditioned air is circu- 
lated through ducts concealed above 
the hung ceilings of the general office 
area with grilles in the ceiling for 
return of air. Here again the modular 
principle is employed: each structural 
bay (area bounded by four columns) 
has supply and return grilles, so that 
ceiling height partitions established 
anywhere in the general office area will 
not cut off conditioned air as long as 
such partitions are erected along the 
building column line. 

The partitioned private office space 
along the periphery of the building 
has undercut or grille doors to permit 
escape of the conditioned air supplied 
by the window units as conventional 
ceiling supply ducts. Return air grilles 
for this air are located in general office 
space, although they could also be lo- 
cated in private office ceilings, or 
through a sidewall grating in the ceil- 
ing break created by the hung ceiling 
separating private offices from general 
office space. 


Automation— 


(From page 37) 


tion at greater speed. Messages are 
transmitted at a speed of 75 words 
per minute. There are ro trunk lines 
which can be used to send messages at 
this speed in both directions simul- 
taneously. Swift normally transmits 
about 2,000,000 messages a year be- 
tween its operating plants and units. 
“Our two new systems—communi- 
cations and data processing—comple- 
ment each other,” said Mr. Redman. 
“Speedier communication will in- 
crease the flow of data processing. 
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Creative work— 


(From page 35) ‘- 
jobs) the incidence of absence will be 
more easily covered. This will convert 
the supervisor’s problem from one of 
“pitching in” to one of sensibly re- 
shuffling personnel when and as the 
need arises. 

Errors consume time and energy 
wastefully. An excessive recurrence of 
errors will do much to undermine 
confidence and overwork supervisors. 
Each mistake brought to the attention 
of a department head can be translated 
into a fixed amount of valuable time 
lost from the creative portion of his 
job. In this area automatic processing 
equipment is indeed a boon to the 
modern office. 


Proper controls minimize errors 


With controls properly established 
in advance in any automated installa- 
tion the incidence of errors should be 
slight. At the outset of operations, of 
course, “bugs” will be brought to light. 
But here the extermination procedure 
will be more preventive than correc- 
tive—in other words, building addi- 
tional safeguards and controls into the 
system as a part of the appraisal and 
tightening process. This work in it- 
self, dealing with systems rather than 
the flow of processing routine, is often 
of a highly creative nature. The more 
commonly known human errors like 
the transposition of figures, incorrect 
postings, etc. will be reduced to a 
minimum as manual performance of 
the clerical tasks themseives is elim- 
inated. 


For purposes of illustration let's 
follow the processing of an invoice 
from its introduction as a purchase 
order into our new automated billing 
department. To start off, by means of 
a keying operation, the original order 
will be manually created in either 
punched card or punched tape form— 
in other words a tool will be pro- 
duced in a language that the auto- 
matic machines will be able to under- 
stand and act upon. Next, probably 
through a second manual processing 
step, the cards or tape just created 
will be verified for accuracy and cor- 
rected if necessary. After this is done 
the largest portion of our manual 
processing will be complete. Moreover, 
we are assured at this point that our 
source information has been accurately 
recorded. 


(To page 76) 
OFFICE MANAGEMENT 
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the savings 


=> 


ribbon 
of Burlington's 
nylon fabric 


By test, nylon has a longer life than any other kind of 
typewriter ribbon. This long life cuts down on replace- 
ments, adds up to savings, gives you clean type impres- 
sions that make the right impression for your company. 
Next time you order, specify nylon in your favorite 
ribbon brand. There are a variety of constructions from 
which to choose...each designed to do a specific job. 


Industrial® 


FABRICS CoO. 


1400 BROADWAY, NEW YORK 18 ~. A Member of Burlington Industries 


SEPTEMBER 1958 


| 
| 
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The Photostat® Masterlith Offset Duplicator, Model 1115. 


LOOK, BOSS... 
NO TOOLS! 


Fewer set-up adjustments, by far, are required by the 
Masterlith Offset Duplicator, and those remaining can be 
made entirely without tools. This is one of many reasons 
why the Masterlith fits so well into an office duplicating 
department. Even the inexperienced office girl, with a few 
days’ on-the-job instruction (provided free by Photostat 
Corporation) can turn out volumes of quality printed 
material or systems work. 

You owe it to your organization to see the Masterlith, 
“Finest Offset Duplicator in the World,” and also the 
easiest to operate. Ask your local Photostat Corporation 
Sales and Service office for a demonstration. 


PHOTOSTAT= 
BEFORE YOU BUY ANY OFFSET DUPLICATOR, SEE THE PHOTOSTAT MASTERLITH 


PHOTOSTAT CORPORATION 


P.O. BOX 1970 OM, ROCHESTER 3, N.Y. 


Berlin, Wisc. - Binghamton - Boston - Bridgeport 
Cincinnati - Cleveland - Clifton - Columbus 
Dallas - Dayton - Denver - Des Moines - Detroit - Gorham + Harrisburg - 
Hartford - Houston - Jackson - KansasCity - Little Rock - Los Angeles - 
Louisville . Memphis - Miami - Milwaukee - Mobile - Muscatine . Newark 
New York - Oakland - OklahomaCity - Philadelphia - Phoenix . Pittsburgh 
Portiand - Providence - Rochester - Sacramento - Salt Lake City - San Diego 
San Francisco + Seattle - Shreveport - Springfield - St.Louis + St.Paul - 
Tulsa - Washington - Wichita - Winston-Salem. The Whitin Masterlith Duplicator 
is sold and serviced in Canada by Gestetner (Canada) Ltd., Toronto. 


PHOTOSTAT ts THE TRADE MARK OF PHOTOSTAT CORPORATION 
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Albany - Atlanta - Austin - 
Brownsville - Buffalo - Chicago - 
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= ChortPak 


THE EASIER, BETTER WAY TO 


MAKE CHARTS AND GRAPHS 


Save your draftsmen’s time — 
Chart-Pak pressure-sensitive tapes, 
precision printed with commonly 
used lines, patterns and shapes, 
save hours of pen-and-ink drudgery 
for the professional chart-maker. 
(6 & oo @ Ce 2 
(Tape No. 12523 Ye”) 
Better charts, quicker — Even 
unskilled personnel can, with a mini- 
mum of practice, turn out really pro- 
fessional-looking charts in a fraction 
of the time required to draw them. 


Ce Et eT A 
(Tape No, 6223 1/16”) 


Facilitate changes — No messy 
erasing and re-drawing to correct 
Chart-Pak charts . . . just lift the tape 
and replace it. Yet Chart-Pak makes 
a@ permanent chart — reproducible 
by any standard method. 


Many other advantages — for plant 
and office layouts, advertising, ma- 
chine drawing, mapping, etc. 


@ Facilities for printing special patterns and 
symbols to order; precision tape-slitting to 
special sizes. 


For Full — end name of 
Information str weet — you, 


coupon below. 


en Se ee ee 

CHART-PAK, INC. te 

| 1141 River Road, Leeds, Mass. ~*~ 
i Please send information about Chart-Pak. 


Title. 
pom 
I Address. 

City State. 


This coupon border made with Chart-Pak Tape 
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Now, we will continue with our 
processing, using for this illustration 
one or more units of automatic equip- 
ment. We may feed our punched cards 
into electric accounting machines. If 
we started working with cards and 
now want to use a machine that re- 
quires tape, automatic card-to-tape con- 
verters are available. Or, if we're 
operating on a large scale, we may 
want to convert our cards or paper 
tape to magnetic tape for processing 
in a computer. Or we can convert 
the tape we originally produced into 
punched cards by using a tape-to-card 
converter. The point is that now, with 
the rapid acceleration of integrated 
data processing which allows inter- 
change and communication between 
different types of office machinery, 
flexibility is almost boundless. Differ- 
ent types of equipment—inter-office, 
inter-plant and even inter-city—can be 
geared to work together, blending into 
one smooth integrated system of proc- 
essing. 


Variable data entered manually 


To get back to our billing operation, 
once the variable information like 
quantity ordered, item number, cus- 
tomer identification code, etc., has 
been set up in a form that is suitable 
for machine processing the rest of the 
job will for the large part run itself. 
Price and descriptive data pre-estab- 
lished in master decks of cards if 
punched card processing is used, or in 
memory storage units if we are em- 
ploying a computer, will, by means of 
a pre-determined set of instructions 
be applied against the variable data 
read into the machines, and the step- 
by-step procedure will wind up with 
the preparation of an _ accurately 
printed invoice. 

Accuracy —if proper controls are 
built into the system —may be pre- 
supposed. In almost every automated 
system on the market today control 
check features are incorporated into 
the equipment itself. Systems people, 
tabulating men and programmers have 
only to take advantage of these facili- 
ties and right answers will be as- 
sured. Needless to say right answers 
mean that the time-pressed supervisor 
will not be called upon to “straighten 
out” bloopers at the wrong time. Here 
again, less incidents to interrupt his 
creative and productive thought. 

The more difficult and complex an 
operation the harder it will be on the 


man in charge, the more demands wil! 
be made on his time and effort, the 
more problems will pile up awaiting 
his solution. One of the outstanding 
advantages of automation is that in- 
herent in its overall concept is the 
knack of simplifying the complicated, 
reducing clerical detail to a minimum. 
Particularly is this true of the com- 
puter, the modern miracle of science 
and electronics which has been her- 
alded by leading businessmen and en- 
gineers as the foremost development of 
our new industrial era. 

Visualize if you will one-hundred- 
and-twenty-three instruction steps as 
outlined in a written procedure man- 
ual. Step one: enter amount on control 
sheet; step two: add previous month’s 
balance; step three: subtract items sold, 
etc., etc. Consider all the writing in- 
volved if these steps are to be per- 
formed manually, all the searching or 
looking up, going from one file to 
another, backtracking laboriously in 
case of error. Think of the tedium 
involved, the eyestrain and nerve strain 
if working under pressure. Now vis- 
ualize this same set of instructions 
peacefully reposing in the memory 
storage of a computer—and this is 


Filing 
Problems 
In Your 

Business? 


Then get the new R-Kive File—lightweight, 

portable, with many uses in office 
and home. Either letter or legal size 
folders fit in this one file. Strong, 

corrugated fibre board with handy “‘tote” 
openings front, side and rear for 

easy handling. Read-at-a-glance index 
area. Attractive, fade-proof finish. 


RKive Fe 


2 for $250 


Postpaid 


Write For Additional Information 


tks = 
eZ hy? BANKERS BOX CO.,® re. oma 
SNe 2607 North 25th Ave. Franklin Park, Ul, 
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teps as through carbon paper ribbons! | 
dino Erasing’s so quick, so clean... 
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nonth’s JUST TWO EASY STEPS WITH THESE 
ns sold, SPECIALLY-SUITED WELDON ROBERTS ERASERS 
ing in- NO. 448 GREEN GLOW.) | 
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ling or to prevent smearing. Soft 
file t green rubber encased in spiral paper wrapping with 
= - pull string for easy repointing. 
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agement and name of your 
dealer. 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World’s Foremost 
Eraser Specialists 


SEPTEMBER 1958 


ADE 
_ INUSA 


Do it today! No obligation, of 
course. 


uuming, or for scrubbing and 
wet pick-up. Entire floor 
maintenance job is done com- 
letely in one quick pass. 
cleans 12,500 square feet 
= hour—up to 20 times 
aster than possible with or- 
dinary methods! 


ADVANCE FLOOR MACHINE COMPANY 


Minneapolis 12, Minnesota 


on my present equipment. 


ADVANCE MACHINE COMPANY, 4102AD Washington Ave. No. 


I’m interested in “‘retiring’”’ my old machine(s). At no obligation, 
() Please send me literature on Advance floor machines and vacs. 
(0 Please have your distributor call to give me an allowance figure 
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How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 


vx Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vy Simple, to operate—Type or Write on 
Cards, Snap in Grooves 

+t Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

sy Made of Metal Compact and Attractive. 
Over 250,000 in Use 


Full price $4959 with cards 


Face] “sp tceas re 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


When writing Advertisers in 
Office Management 
be sure to use their Zone Number; 
it helps facilitate your requests. 


How’s your letterhead? 


Get your FREE copy of our useful bro- 
chure Letterhead Logic. Then, turn to the 
check list used by experts to gauge letter- 
head effectiveness. See for yourself how 
your letterhead rates. If the tests show 
room for improvement, HILL’s 44 years 
of specialized experience is at your disposal. 

Learn how HILL craftsmanship can cre- 
ate for you a letterhead you'll be proud of 
» 1 . one that truly reflects the character, 
‘personality and prestige of your firm. . 
a scientifically designed letterhead with 
built-in sales appeal . .. and at prices 
much lower than you'd expect. 

If you use 5,000 or more letterheads a 
year, write today for your free Letterhead 
Logic. Just tell us how many letterheads 
you use a year and please send a sample 
of your present letterhead. 


If it’s worth seeing, put it on a Hill 
rR. O. H. HILL, inc. 
270 (0-0127) Lafayette St., New York 12, N.Y. 


Attached is a sample of our Letterhead. We 
use per year. 


Please send me my free copy of Letterhead Logic. 
NAME ipa 


Ce 
a ionleisheaainlestidediianaal 
ee ae 


STATE 
Fine Letterheads and Business Cards Since 1914 
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exactly what happens—the instructions 
are set up in advance inside the ma- 
chine. Then, when the source or input 
cards are prepared and fed into the 
computer the machine will act on the 
instructions in accordance with the 
data punched in the cards. 


Exceptions pose problem 


Major headaches involved with the 
clerical processing of information are 
usually concerned with the running of 
exception routines. In an hourly pay- 
roll, for instance, processing would be 
beautifully simple if everyone worked 
a fixed number of hours per week, 
always came to the job on time, and 
refrained from taking vacations or 
holidays. A happy prospect from a 
payroll running standpoint, but not so 
satisfactory from the employee’s point 
of view. Business today, instead of be- 
coming simpler, is growing more de- 
tailed and complex. Pension plans are 
springing into being; vastly involved 
incentive arrangements, combinations 
of hourly, salary, weekly, semi-month- 
ly, job-rated, piece rated and a dozen 
other types of payroll plans are be- 
ing adopted with growing frequency. 
This is being done, not for the specific 
purpose of plaguing supervisors with 
more work and more headaches, but 
in order to meet the rising demands 
of trade unions, and a score of other 
mushrooming complexities of modern 
enterprise. 


Detail and more detail. And detail 
is the arch enemy of supervision. Com- 
puters, on the other hand, are equipped 
to digest detail with the greediness of 
a hungry leopard chancing upon a nest 
of crippled field mice. Let’s assume, 
to carry forward our illustration, that 
the one-hundred-and-twenty-three steps 
of instruction lodged in the com- 
puter’s memory unit represent the 
normal processing of a routine payroll 
transaction. Using punched cards as 
our input data, one card after another 
will be processed in the routine man- 
ner, utilizing each step in its turn. 
But suddenly the machine reaches a 
card that is an exception. Joe Smith 
has gone overboard on the purchase 
of a new car and a garnishee has been 
attached to his salary. This means that 
in Smith’s case the computer is sup- 
posed to deviate from the regular 
routine in order to calculate and de- 
duct ten per cent of Smith’s gross earn- 
ings in order that the money may be 
remitted to our insistent friend,: the 
marshal. 
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No problem at all for the compute. 
A specific code, pre-punched in the 
input card, will inform the machine 
to hold up its processing on instruc- 
tion step 103 and, instead of going 
to step 104 as it normally would, 
proceed in place to step 124 which is 
the start of an “exception routine” 
that will deduct the ten percent from 
Smith’s wages. Then when the ex- 
ception routine is done and the ten 
percent properly deducted, the balance 
of the normal routine processing wil! 
resume. 

Complicated? Well, yes and no. 
Yes, inasmuch as it requires consider 
able planning, programming and set 
ting up, followed by a whole lot of 
testing and “debugging.” But there 
the complications end. Once the job 
is set up and running the only prob- 
lem we will have with Joe Smith is 
that it will be necessary to punch a 
single code in his source card. This 
is the equivalent of typing a single 
letter or number on a typewriter. 

What does all this mean to the 
average supervisor in charge of a bill- 
ing or payroll section? It means sim- 
ply that his days of detail chasing are, 
to a large degree finished once auto- 


“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small prinfer. 


POWER BENCH DRILL 


= simple machine tool design. Clean 


holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 


attachment also, Sa LASSCO 
CORNER 
ROUNDER 


including one cutting unit. 
Four shear-action ‘ ‘plug in” ynits 
available: Ye", 4", %", “2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


_,For complete details write: ' 


LASSCO PRODUCTS, INC. 


485 Hague St. *« Rochester 6, N. Y. 
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ma‘ion has been adopted by his office. 
The more complicated the procedure, 
the more natural the application for 
the automated system, providing of 
course that the right system is selected 
to apply to the specific job in question. 
Under certain conditions, where the 
handling of exception routines is not 
feasible by the automated system, 
much is to be gained nevertheless by 
the machine’s facility to automatically 
isolate such transactions for manual 
handling. The important thing is, 
with detail simplified and clerical proc- 
essing reduced, the supervisor will be 
able to devote more time and effort 
to creative thought, evaluation, revi- 
sion, the searching of new fields to 
conquer electronically. 


Computers will eventually pay 


Many large companies are ordering 
computers in spite of the fact that 
feasibility studies indicate they may be 
operating at a loss for some time to 
come. In other words, when measur- 
ing the costs of the present system 
against those of the automated system 
studies often show no money is to be 
saved by switching. Why then are so 
many changes taking place in spite of 
this situation? The reason lies mainly 
in the vast potential, still partly hid- 
den and undeveloped, that exists in 
this new area of data processing. 


The computer revolution is still in 
its infancy. So much so that almost 
anyone working in an actual live com- 
puter installation is considered an ex- 
pert. There is still much -fumbling to 
be done before profitable use of com- 
puters can be assured. But the huge 
inherent advantages are so apparent to 
those studying the field that progres- 
sive firms—if size and volume war- 
rant it, and if the sacrifice is not out 
of proportion—feel that they can’t af- 
ford to stay off the bandwagon. 

A great deal of pioneering has to 
be done in this area, and the giants of 
industry must inherit this burden. But 
the feeling is that in the long run 
the pioneering will pay off in cold 
dollars and cents. Any firm that in- 
tends to some day use a computer will 
some day have to go through a some- 
what painful though vastly challeng- 
ing period of learning and indoctrina- 
tion, and the sooner this period is done, 
the sooner the rewards of smoother, 
faster, more accurate processing will 
be reaped. 

Obviously, in the face of this com- 
pletely radical outlook regarding the 
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office of the future—and eventually 
the use of computers must inevitably 
spread to medium and even small 
businesses—the average working day 
of the supervisor and department head 
will be greatly altered. Computers, and 
to a somewhat lesser degree, punched 
card processing, will cut down on 
routine detail headaches. In conjunc- 
tion with this, flexibility of operation 
will be increased. There will be a 
vast hidden area of more information 
available at proportionately less cost 
than ever before. One of the great 
challenges for the supervisor of the 


future is to ferret out this information 
and present it for top management 
consideration. 

Consider your own office, for ex- 
ample. How much valuable informa- 
tion is being lost because of the cost 
involved in its preparation, or the time 
element involved, or the number of 
people that would be needed for the 
job? Investigating what information 
management needs that it’s not get- 
ting, finding new ways to make ex- 
pensive automatic equipment pay for 
itself, searching out new ideas for 
the solving of bottleneck situations— 
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There were dragons in the file room 
(Or so it seemed before Airkem) 


Poor ventilation made our file room as 
stuffy as a dragon’s den—and just as for- 
bidding. To get a girl to do a long filing 
job was a major project. When our law- 
yers insisted on having copies of some old 
correspondence, our filing section threat- 
ened to rebel. 

But my secretary, Mary, had the an- 
swer. She borrowed our receptionist’s 
Airkem Osmefan and set it up in the file 
room. In no time at all, the Osmefan 
and Airkem odor counteractant had 
removed the last trace‘of stale air. 


air is as free of dragon breath as a moun- 
tain top. As a matter of fact, we now have 
Airkem throughout the building. The 
sales floor, dining room and ladies’ lounge 
have a clean, bright smell, and the office 
and conference room air has a new fresh- 
ened effect. There isn’t a trace of dragon’s 
breath, stale smoke or that wet wool smell 
during bad weather. If you have a prob- 
lem keeping your premises smelling fresh 
and clean, why not ask Airkem for help. 


Our file girls delivered the material 4 AIRKEM, INC. OM-98 
ag experience, the file room , eRe ee ee ee 
got its own Airkem units. Now the on ee gaa on Airkem equip- 
: Name 
I Title 
Company 
| Address 
Specialists in Odor Control 4 City Zone __State__ 
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magnetic 
Visual Control Systems 


Business Operations 
at Your Fingertips! 


The Maggie modern control 
system makes cards and pegs 
obsolete. Permanent magnetic 
indicators that can be moved 
with fingertip-ease make this 
control system completely flex- 
ible with limitless signalling 
and charting possibilities. You 
tailor it to your individual 
records. Cuts erorrs, clerical 
costs and raises efficiency. Low 
in cost, too, packaged kits 
begin at $49.50. 


« For further information write to: 
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this will be the creative responsibility 
of the supervisor of the future. 

The ability to cope with these situ- 
ations, however, will not come easily. 
There is much work and effort and 
book-cracking involved. Still, the ex- 
perienced supervisor or department 
head has one major advantage. His 
knowledge of the business and the 
operation of the office will be of more 
value than the technician’s knowledge 
of the machines used to automate the 
system. Several large insurance com- 
panies bear this statement out, and 
these are the organizations with the 
widest experience in this area of 
converting to automation. The Paci- 
fic Mutual Life Insurance Company 
found, through much exhaustive study 
and investigation, that it is easier to 
teach a good insurance man what 
computers are all about, than to in- 
struct a computer technician in the 
intricacies of the insurance business. 

The conclusion then is obvious. The 
alert and conscientious supervisor can 
do a good deal to aid and abet 
automation in his office, and converse- 
ly, if he applies himself diligently to 
the man-sized task of learning what 
its all about — automation, in turn, 
can do a lot for him. 


Now you can 
junk all those 
time- and 
space-wasters 
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business letterhead. 


FREE — 252-page Office 
Guide of modern equip- 
ment and its efficient use. 
In color. Request on 


A marvel of convenience, this Shaw-Walker 
“Clutter-Proof” Desk entirely eliminates desk 
top clutter and desk drawer hodgepodge. 


Fully 75% of the things that pile up on top 
or in drawers of other desks have a specific 
place inside this desk. You have in-drawer 
letter trays, work separators, letter file, card 
trays, forms rack and work tools organizers. 
Even an in-drawer wastebasket and phone. 
Your usable working space is nearly doubled. 


See this new “Clutter-Proof” Desk at one of 
Shaw-Walker’s 17 branches or 470 dealers. 
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Letters— 5 
(From page 32) 


dress is in the same form as the inside 
address of the letter. Emphasize the 
city and state to simplify the postman’s 
reading chores by typing them in solid 
capitals. 
Neatness means 
—spotless erasures, no smudges or 
finger marks 
—no strikeovers. If they can’t be 
corrected, have the letter re- 
typed. 
—an even touch so that all typed 
letters are equally dark. 
—dark, fresh-looking typewriting 
ribbon. 
—clean type 
—paper inserted straight in the ma- 
chine to prevent writing on a 
slant. 


Use modern forms 


Lord Chesterfield once observed that 
style “is the dress of thoughts.” The 
progressive, efficient office mails only 
smart-looking, up-to-date, stylish let- 
ters. 

The effective letter is a stylish letter. 
Here are some current trends which 
reflect the relentless march of simpli- 
city and informality in modern cor- 
respondence. Check these points to 
determine if your letters are effective 
and moderp: 

1. Use « simple letter style. Notice 
the block style in Figure 1. It is clean 
cut, easy to type, symmetrical, neat, 
and panel-like in appearance, and be- 
coming more popular every day. A 
recent survey shows that the semi-block 
style (same as the block style except 
for indentions of patagraphs) is still 
the most common style used, but the 
block style is gaining. 

Standardize on one style of letter 
within your company. The letter writ- 
er should give preference to that style 
which is most attractive and effective 
for his purpose. Remember, an unusual 
style may draw attention to itself and 
away from the message. For this rea- 
son, there is some advantage in con- 
forming to more accepted practices. 
Let the message call attention to itself. 

2. Reduce abbreviations to a mini- 
mum and thereby preclude misinter- 
pretation and at the same time ease 
the memorization burden of both the 
typist and the reader. Most abbrevia- 
tions must be memorized to be use- 
ful. 

(To page 81) 
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3. Avoid needless punctuation in 
letters. See Figure 1 showing open 
punctuation. That is, there is no colon 
after the salutation and no comma after 
the complimentary close. These are 
really unnecessary and are signs of 
being hidebound to tradition. 

4. Don’t cling to formalism in the 
salutation (Dear Sir) and in the closing 
(Yours truly). Use a more personal- 
sounding “Dear Mr. Kuhn” and “Sin- 
cerely yours.” If you are a devotee of 
the NOMA Simplified letter, of course 
the salutation is replaced by a subject 
line and the closing is eliminated en- 
tirely. 

5- Normally there is no need for the 
dictator’s initials alongside the typist’s 
initials (Figure 1), as the dictator is 
usually the signer of the letter anyway. 

6. Omit the company name from the 
closing location above the signature. 
The company name is in the letterhead 
which is sufficient. Whenever the 
writer uses company stationery, he 
should be representing the company 
anyway. 

7. Always make your - salutation 
agree with the first line of the inside 
address (Figure 1). When writing to 
the company, therefore, the logical 
salutation would be “Gentlemen,” and 
not “Dear Mr. Kuhn.” 

8. And for a neat-appearing letter, 
use single spacing with double spaces 
between paragraphs. 

Now, let’s recap and add a couple 
of extra points for good measure. 

If you’re really willing to expend a 
little special effort, I believe I can 
assure you that you'll have well- 
groomed, mailable letters. Try these 
concluding suggestions: 

1. Now and then, read over the en- 
tire letter before signing it. Through 
practice you can develop an “eye” for 
spotting the common sins against good 
“grooming.” Spot check now and then 
to make sure that all sentences make 
sense. 

2. Don’t leave anything to guess. Use 
the check list (Figure 2) which will 
simplify your spot-checking job and 
assure you that no important omissions 
have escaped your careful scrutiny. 
Make sure all your stenographers have 
a copy of the list and use it. If 
they use it effectively, you won’t have 
to! 

3. Post examples of right and wrong 
styles, bad and well-groomed letters. 
Challenge your typists to type good 
letters—and reward them if they do. 


(To page 82) 
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PITNEY-BOWES 


MAILOPENER 


= PITNEY-BOWES, INC. 


... originator of the postage meter... 


offices in 107 cities in U.S. and Canada 


2971 Walnut Street, Stamford, Conn. 


Si —— ae 


® Many morning minutes that are now 
wasted waiting for the office mail to be 
opened and distributed . . . can be saved 
by the fast action of a PB MailOpener. 
® Quickly, safely, it trims a hairline 
edge off every envelope, large, small, 
thick, or thin ... leaves contents 
unharmed. Opens mail much faster 
than a gal with a dagger. Everyone gets 
a jump on the job, a good head start 
on the day’s work. 

© Three models, hand or electric, for 
any office, large or very small. 

e Free Trial: The nearest PB office 
will gladly arrange for a free trial in 
your office. Phone, or write for a free 
illustrated booklet. 


FREE: Send for handy desk or wall chart of 
latest postal rates, with parcel post map 
and zone finder. 
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VISUAL CONTROL PANELS 
Chart Action, Indicate Trends, Permit Comparison, Organize Facts 


Complete flexibility with limit- 
less signalling and charting possi- 
bilities . . . Easily adapted to your 
individual record requirements. 


Lightweight panels contain 
clear plastic tubes which are 
individually removable and may be 
shifted from one position to an- 


other . . . Clarity of tube provides 


full legibility of contents. 


Use Readers’ Inquiry Coupon on Page 88 Bl 
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4. Get ideas from all other letter 
writers and clerical personnel in your 
organization. Incorporate all the good 
ones into a concise correspondence and 
style manual, and be sure that a copy 
of this manual is in the hands of every 
one connected with the company’s cor- 
respondence. 

5- Periodically recheck all letters go- 
ing out on a given day just to guard 
against laxity. If you have a clerical 
supervisor, this responsibility could 
well be delegated to him. But be sure 
to get someone who has a sympathy 
and “feel” for the importance of corres- 
pondence management. 

6. Here’s an idea that may draw a 
laugh or two, but this slip-up frequent- 
ly happens. Don’t forget to sign your 
letter! And try to make the signature 
legible. It seems to me that the care- 
fully written signature, even though not 
a specimen of Palmer Method, or of 
ornamental penmanship, shows that 
care and special attention has been 
given to the preparation of the letter. 

7. After you have signed that letter, 
double check to be sure all enclosures 
are included to be placed in the en- 
velope. The letter should then be neat- 
ly folded, how many times depending 


on the size of the sheet and the en- 
velope used. This is normally the duty 
of the typist, but it needs your occa- 
sional checking. 

8. Make sure all your stenographers 
and typists have access to a good style 
manual and the valuable “purse-size” 
spelling and word-division aid, 20,000 
Words (published by the Mc-Graw- 
Hill Book Company). 

g. Remember: You get what you 
ask for. Set high standards of groom- 
ing for your letters. Have all letters 
retyped that don’t meet your specifica- 
tions. Very soon you'll notice that the 
quality of your letters will improve. 

10. Be sure that you know the real 
meaning of mailability. Here is a 
simple, threefold breakdown: 

—good, pleasing general appearance 

—neat, with no strikeovers 

—every sentence makes sense and 

each word is correctly spelled 

A person’s character, like a letter’s 
message, is of paramount importance. 
But an individual’s grooming directly 
affects the impression he makes. And 
so it is with our business letters. Give 
the message of the letter prior atten- 
tion, but be sure your letters meet the 
test of mailability. 


The business letter is a vital com 
ponent in our kit of business tools. In 
fact, on many occasions our very jobs 
depend upon the letters we write. 
Every executive owes it to his company 
to turn out well-groomed effective let. 
ters. Whenever writing a letter, he 
should, as the advertising slogan goes, 
“care enough to send the very best.” 


Records— 
(From page 27) 


most active committee member should 
get the ball rolling. He should study 
various filing systems and investigate 
real requirements by asking the file 
users questions. He should develop 
recommendations and submit these to 
the committee. When the approach 
becomes successful, other members will 
want to bring in studies and recom- 
mendations. 

Soon one or the other office will be 
alive with people sorting out old docu- 
ments, destroying papers and condens- 
ing files. But after the first flush of 
success recedes a sad fact will become 
clear: That the paperwork system 
has not been designed (if it has been 


CHANGE 
NUMBERS 


Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
of sequence. They 
are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 


NOW 


Force Quick- 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


New - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cornposition, and JUSTIFIED 
so that regular type-set printing is 
sirmulated. Regardless of the process 
of reproduction -- whether for a daily 


TYPING that looks 
like PRINTING— 


at a fraction of the cost! 


Your ‘‘copy’’ CAN Look Like This Your "copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 


folders, jackets, coded job tickets. Indicator fig- paper, an elab 


ures alternately colored for easy reference. 
Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 


Bic 
& CO. Incorporated 


he Nichols 


eavings than ever before 


up the right-hand margin. 


a simple offset, mimeographed, or 
hektographed bulletin, the Mar 
now offers you composition at greater 
possible. The 
two columns shown are IDENTICAL 
Mine for line. Compare them and see 
how perfectly the MARGINATOR evens 


or newspaper, an elaborate brochure, or 
« simple offset, mimeographed, or 


ginator hektographed bulletin, the Marginate: 


now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free Illustrated Folder 


MARGINATOR COMPANY 
1121 West Magnolia Ave. 


Burbank, California 
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‘ee Vulcan "Biaders ! "Each Nu -Vise 
e binder holds six monthly PROJECTING 
issues and the annual SIGNAL 
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212 Fifth Avenue 


YEARBOOK issue of 
OFFICE MANAGE- 
MENT. Binders are made 
ot heavy-weight boara 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Rackhone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 
Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
New York 10, New York 


for “Vedic 


In regular 100-Pack. And in handy 
20-Pack Plastic Boxes. 
GEORGE B. GRAFF COMPANY 


54 Washburn Ave., Cambridge 40, Mass. 
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designed at all) for easy and periodic 
retention and destruction. 

With paper forms there should be, 
as it were, cradle-to-the-grave planning. 
Some companies preprint their forms 
with retention dates. Furthermore, 
they design forms in such a way that 
much paper can be destroyed early. 
That which is saved, however, will be 
crammed with useful information. 

The truth is that records control 
should not begin 20 years after the 
form is first used, or when the aisles 
are becoming cluttered. Rather, it 
should begin before the forms are de- 
signed. In practice, this is the last re- 
finement. Nevertheless, when records 
are out of control it should be realized 
that systems and procedures are also 
out of control. 


MEMO =a fe 


Dear Gal Friday 


I don’t care what they say— 
it was love at first sight. oes, Te 
beautiful you are—your eyes, 
your hair, your form divine. » 
Surely a perfect Secretary 
will make a perfect wife. 


Love, 


~~ 


We don’t guarantee 
romance—but we do 

promise that you'll be a 
better Secretary if you 

_ use AW.FABER ERASER STIK, 


© the pencil-shaped, 

ive) white - polished beauty 
© f. that lets you erase with- 
-- pig) out a trace. Removes a 
-o § single letter without 
vy) blurring rest of the 

a 


R ORIGINAL 
AND CARBON 
S.A. 7099 B 


word. Pick up a few at 
your Stationer today. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


gives you 
your 
choice 


GRASERSTIK 


neeaee 


With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 


IK 


Ra ER 


ee 


=/AW.FaBer GRas 


'A.W.Faber-Costell Pencil Co. 


Newark 3, N, J. 


When this is realized, a systems man 
should be brought in and should be- 
come a committee member. 

The selective retention and destruc- 
tion of business records is an important 
interdepartmental function. Neglect of 
this function not only will boomerang, 
but will indicate lack of system, poor 
organization and, possibly, low morale. 
To work on this condition, top man- 
agement should form an interdepart- 
mental committee with legal counsel 
and outside assistance if possible. The 
systems and procedures function should 
be formalized or strengthened. Finally, 
and using the problem as a barometer, 
an organization study may be advisa- 


ble. 


Personnel— 
(From page 25) 


ting self-made executive, the “I am the 
boss” type of manager has been relega- 
ted to the industrial museum. The 
new order of things calls for finesse 
and sincerity, not authority and un- 
concern. The manager may feel he 
still has the power to make the deci- 
sion, but unless this decision is the 
right one it will some day return to 
haunt him. 

This concept calls for a rearrange- 
ment of our traditional thinking. It 
requires a manager to pause occasion- 
ally to reflect on what is happening. 
His duties become more complex for 
now he must also philosophize. . . and 
this he is not inclined to do. He feels 
no real need or aptitude for theoriz- 
ing about his duties or obligations. He 
is essentially a doer—as the word “ex- 
ecutive” implies. 

A generation ago the manager un- 
derstood clearly what he was doing. 
He was not bothered with objectives. 
Everyone knew and accepted that the 
purpose of any business enterprise 
was to make as much profit as possible 
for the owners. This was the mana- 
ger’s function and hence, his philoso- 
phy. 

Nowadays, the manager finds that 
his role has been considerably altered. 
Somewhere along the line he began to 
contend with new forces. He discov- 
ered, for instance, changed motivation 
in people. His authority to command 
the situation became complicated and 
involved. He still has the title and 
the visible appurtenances, but his con- 
trol has been diluted. 
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Does this sound like a new thesis? 
Actually it is not. This is nothing more 
than a frank reiteration of the mana- 
ger’s primary responsibility. For when 
we get right down to it, business is 
people. “U” and “I” are in B-U-S-I- 
N-E-S-S. If “U” and “I” were not in 
business, what is left is an assortment 
of inanimate desks, machines, proce- 
dures, money, and the like, which, of 
themselves, accomplish nothing. Only 
when people are added does business 
become alive. 

Management, you see, does not deal 
with materials or money or methods 
per se. It deals with these through 
people. It does not meet quotas, main- 
tain schedules, reduce costs, improve 
quality and volume except through 
people. All scientific, economic, and 
social accomplishments are rooted in 


NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers and records 
from the prying eyes of unauthorized per- 
sons by quick, easy destruction right in 
your own office with the SHREDMASTER 
Bantam 10. Anyone can operate. Handsome, 
modern design and clean, noise free opera- 
tion suitable to any office. Yours at a new 
low price. 

FREE: Illustrated descriptive folder giv- 
ing details of 10 Day Free Trial. Just write 


today to Room 1433, 75 Varick Street, New 
York 13, N. Y., and ask for Oircular 55. 


™ SHREDMASTER 


CORPORATION 


A Division - Self Winding Clock Company, Inc. 
Manufacturers also of the Clipper 14, only heavier duty 
Py] Tmachine, suitable for office use. 

Sales and Service in principal cities in U.S. and Canada, 


OFFICE MANAGEMENT 


af 2 a ee ye if Peewee. eT Pte © = Se aa SO oa or 
ead ia 
eh iy [f “pe geen 
ey ar ee ; 
ae ae 
te Ss oh 
ail SSE * 
eh. ort" * cl f im 
Sn SD Nisats ; 
Hef ty 
eats. ae q 
eg Sie. 
cy. & Wd 
a a ae ae oO 
7 * 
be ae oe : 
> 7 +f va oil 
5 3; % ii | 
ee 
mae es : ies as 
a 
peti, w — : 
ce ix 
" ak oye 
; * 
oe SS A 
- 2 
~ S —— 
ee 
oe % | 
a. me | 
gee 2. | 
a ( 
re 
es ng a j 
é ¥ 
2. ae | 
Rea tu *. 
: | , Fe 
- 
zs . } 
ee! 4 | 
eh. ae 
e ; (| 
- es 
ae. al Ati) 
a bit last)! | 
aa | iW | ta 
; ‘Sa i | , ; 
: vi can ‘ 
oe St } iq i i, | x . ia 
‘mer a 0M | a & 
a 4 ‘ ee | hs Pp 
es et r 3 | em 
ae i nim 4 | . . 
fan eA ee ~ \ : 
=a eatin OUR PAPERS 4 
it. i im GO IN HERE Al = 
eo ~ Bsa ai: 
eas . oY 
= be 3 : NREAD Agi en } 
co : y Be SHRED: va N\_ 2 
€ : et “Sa 3 Ae ASE 
= ‘ : ie pe ahd Yo ove S 
ie Be ae ation ee AD OAK 
% : Brass 7 Nyx ¥ a iets 
ae ee Bi | | iis » - ‘ ( / 
igh ae | Wh ‘ : = ; 
las pe Mm | E ' Fig ¢ } a } 
Bh a ' | i ¥ . 
ety { aes re 4 t 
i ake pga ae a. ; 
aN ae 
rz ae % 
aoa : ° 
ae 
Rs 
a ie Tent . 
A 
2 lead Bs ” 
3 a | | 
| | a 
; : 
te ‘ a PE 
pee oe > as — ss 
are 84 ee es 
i 3. : : 7 ‘ 
ee Fy tee 
ge yk ote 
eae a ‘ 
“- we # us ilies : bose a & ee © “nd : Za ae A etek ; 4 : 
Pe. 3s eg \ Gyo. ii pe eh cm oF Soe ee | ete y 
ae it Ue al 3 te <i eee: er RS i g v4 ‘iia oe ee ? 
2 gee: ea > Pte ee ok Rew ——— | + ad ie. eS Seer ail 15 (s 


w thesis? 
ling more 
he mana- 
For when 
usiness is 

B-U-S-I- 
re not in 
ssortment 
es, proce- 
which, of 
ng. Only 
; business 


not deal 
methods 
through 
tas, main 
improve 
through 
mic, and 
rooted in 


nd records 
orized per- 
n right in 
-EDMASTER 
Handsome, 
free opera- 
s at a new 


folder giv- 
Just write 
Street, New 


ER 


mpany, Inc. 
y heavier duty 
3. and Canada, 


>EMENT 


the human quality that produced them. 
All knowledge, all action, all progress 
succeeds or fails according to its effect 
on the human body, mind and spirit. 
This realistic view of the manager’s 
responsibilities focuses his attention 
upon people. And this is proper. For 
it is in people that he has his greatest 
opportunities and his biggest challen- 
People, who have been on the face 
of this old world a long time, are in- 
dustry’s last frontier, still waiting to be 
explored. 
When the scientists say “the world’s 
future is in the hands of the engineer,” 


Top management experts 
assess our changing 


business climate! 


This far-reaching book 
gives you a new, wide- 
angled look at the busi- 
ness risks and poten- 
tials in the many econ- 
omic, social, technolog- 
ical and marketing 
changes rapidly chang- 
ing the face of the 
American economic 
scene. Based on the 
speeches and discus- 
sions of the 27th Na- 
tional Business Con- 
ference of the Harvard 
Business School, the 
book is a depth survey 
by 41 top-tier manage- 
ment experts — both 
practical businessmen 
and well-known experienced observers—plus a 
thousand or so other businessmen who participated 
in the Conference. It takes up Automation, Popu- 
lation Increases and shifts, Motivational Research, 
New Materials, and other powerful forces that 
affect the management of a business. 


Just Published 
MANAGEMENT IN A 
RAPIDLY CHANGING ECONOMY 
Edited by Dan H.-FEenn, Jr. 


Assistant Editor, Harvard Business Re- 
view; Harvard University Graduate School 
of Business Administration 


352 pages, 53% x 8%, 11 illus., $5.00. 


This is a distinctive compilation of ideas, views 
and experience of many business leaders. It pro- 
vides you with an invaluable and timely assess- 
ment of many problems for which thoughtful, for- 
ward-looking executives have actively begun to 
search out answers. You also get a behind-the- 
scenes look at plans and prospects for such key 
segments of the nation’s economy as Automobile 
Manufacture, Banking, Marketing, Steel, Oil, 

r, Consumer Appliances, Construction, Utili- 
ties, Small Business, etc. 


MAIL COUPON FOR EXAMINATION COPY 


( ser waist S Book Co., Inc., Dept. OF-8 
327 W. 4ist St., New York 36, N. Y. l 


Send me Fenn’s Management in a Rapidly | 
Changing Economy for 10 days’ examination 
on approval. In 10 days I will send $5.00, pins | 
few cents for delivery costs, or return book | 
postpaid. (We pay delivery cost if you remit 
with coupon; same return privilege.) 


(PRINT) ] 
BE aeansaseeesueined 4 ccobsardnte eae | 
PEE sp caer ke neces siissneked ieee en cae | 
Ge cad dvateckeuse Zone BR ic cviae Pe ] 
OPE eT Te Ee oe 
POONER nics csrccccsccctscoussces geese ° 


For price and terms outside | 
write McGraw-Hill Int'l. N. %. %. yates 
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they don’t mean because he builds rail- 
roads or bombs or sputniks. The chief 
service of the engineer is not building 
machines but building men. And in 
this respect managers are included for 
truly they are engaged in a form of hu- 
man engineering . . . which places a 
different emphasis on their mission in 
the world of business. 


Management’s human responsibilities 


This is the only real purpose of per- 
sonnel administration. But contrary to 
popular opinion this is not a function of 
technical specialists. The line manager 
may feel that this is someone else’s 
responsibility but in actual practice 
the people on the firing line in business 
are the real personnel practitioners. 
Together the line and staff organiza: 
tion practice the art of personnel 
statesmanship. 

For these managers we have a mes- 
sage... 

All of you who are privileged to 
make your living working with people 
have an obligation to people. Your 
responsibility to people is a matter of 
major import. Why? Only smatterings 
of facts are learned in formal class- 
rooms. Ideals and attitudes are learned 
from life, a good portion of which is 
spent in your trust. And these ideals 
and attitudes of the people, whom 
chance has sent your way, are carried 
through a lifetime. 

Never forget that your people are 
not only trying to make a living .. . 
they are also trying to make a life! 
Those of you who direct the work of 
other workers, are not just technicians 
. . . OF supervisors . . . or managers. 
Your responsibilities are to human be- 
ings, as well as the company, and 
therefore you are influencing and, to 
a degree, directing human lives. 


As you face your responsibility to 
people you must think of yourselves 
as teachers . . . people who influence 
others. You must think like poets, 
not like technicians. For you are 
dealing not with things, like the chem- 
ists, nor with bodies, like the physi- 
cians, nor yet with minds alone, like 
the psychologists. To you is reserved 
the splendid privilege of fashioning 
and nurturing those entities called 
personalities, transient as sunbeams yet 
more lasting than the granite of our 
hills. 

It is at once the most precious and 
most dangerous duty entrusted by man- 
kind to men. 
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Metal Tabs 


_T 


Smith's 


- OPNWINDO, 


solve filing problems at 


LOW COST! 


Adjustable OPNWINDQ, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 


If not available from your dealer, write to 


CHARLES C. SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes — 


GOT HIGH-PRICED HELP > 
e LOOKING FOR RECORDS « 


LOW-COST "CONVOY" § 
* 79 OSaos FILESe 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 


Sizes: letter, legal, check, 
deposit slip, tab card... 
10 others. 


There’s a dealer 
near you — or write 


CONVOY, Inc. 


P. O. Station B, Box 216-0 
Canton 6, Ohio 
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OFFICE FLOORS 


5 money-saving ideas to 
keep them looking right 


Rubber Cushion Glides. 
Heavy Gauge flat steel 
bases slide smoothly. 
Rubber cushions absorb 
shocks, provide flexible 
joint. Nail and socket 
types for wood. Umbrella 
and spring types for 
tubing. 


s 

No-Mar Furniture Rests. 
Rich brown phenolic resin 
» composition bases spread 
| weight, protect floors, 
rugs, carpets, other ‘‘soft’’ 
flooring. Socket and “‘drive- 
on’’ types for wood, spring 
and expanding types for 
metal. 


No-Mar shoes and cups. 
Soft rubber desk shoe fits 
square desk or table leg 
like a glove, protects 
floors, won’t slip. Round 
and square “Atlasite” 
cups also available. 


Steel shoes for wood or 
metal furniture spread 
weight, protect floors, 
provide sliding action. 


Feltoid tips for light furni- 
ture or accessories, pre- 
vent scratching of highly 
polished floors and sur- 
faces. 


Office managers: look for these floor savers, and also 
Bassick casters, as signs of quality on the furniture and 
equipment you buy. Ask for them at your dealers. The 
Bassick Company, Bridgeport 5, Conn. In Canada: 
Belleville, Ont. 8.32 


THE oF 

BASSICK COMPANY -.~ Bassick — 

BRIDGEPORT 5, CONN. fF | si 
SYMBOL OF EXCELLENCE 


IM CANADA: > om 
BELLEVILLE, ONT. > MAKING MORE KINDS OF CASTERS ... MAKING CASTERS 00 MORE 
Re as - 86. Use Readers’ Inquiry Coupon on Page 88 - 


CATALOGS 
BOOKLETS, BROCHURES 
FOR THE OFFICE 


ABV sill) 


Office Equipment 

Western Mfg. Co., 532-544 N. High- 
land Ave., Aurora, Ill. New 24-page 
catalog describing firm’s complete lin« 
of “Wesco” steel office equipment, 
including “Fashion-Aire” and “Econ- 
om-Aire” desks. (1) 


Floor Coverings 

Armstrong Cork Co., Lancaster, Pa. 
New 31-page catalog describing com- 
pany’s line of floor coverings in vari- 
ous patterns and compositions. (2) 


Pegboard and Strip Accounting 

C. E. Sheppard Co., 44-09 21st St., Long Island City, 
N. Y. Eight new catalog sections on “Multi-Rite” peg- 
board and strip accounting providing information on dif- 
ferent types of pegboard accounting systems for various 
accounting and record keeping procedures. (3) 


Drafting and School Equipment 

Stacor Equipment Co., 295 Emmet St., Newark, N. J. 
New 24-page catalog describing firm’s line of “Lifetime 
Quality” drafting and school equipment, new lines, new 
products, and changes in equipment. (4) 


Office Partitions 

Ferrometal Partitions Div., Milwaukee Stamping Co., 
2530 W. National Ave., Milwaukee. New 4-color brochure 
illustrating and describing steel office partitions with sug- 
gestions for office arrangements, installations, colors, sizes, 
and other information. (5) 


Metal Furniture 
Deluxe Metal Furniture Co., War- 
yh ren, Pa. Catalog $30 describing meth- 
tek ATG ods of selecting and installing steel 
f: shelving, as well as the firm’s own 
*; Wy | cabinets and shelving equipment. (6) 


Automation 

Royal McBee Corp., Port Chester, 
N. Y. Catalog illustrating and ex- 
plaining company’s “Keysort” system 
for plant control with that system’s 
various parts, including machines and 


special punched cards. (7) 


For further information, use Reader Inquiry Card on 
page 88. 
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CLASSIFIED ADVERTISING 


Reies: Minimum 20 words $5.00. Each additional word 25c. Pay- 
abe in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 5th Ave., New York 10, N. Y. 


~ 


For Sale or to Buy 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Ofiice Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write, Wire National 
Office Sgupanent Co., 429 Broome St., New York, N. Y. 


ol M FILE FOLDING MACHINE Wanted: to buy for outs 
state condition, price and location. OM 302. 


FOR SALE: MODEL 1955 Addressograph with Automatic 
Feeder. 10,000 GG2200 Frames, 2 thirty — plate cabi- 
nets, 1 etna drawer plate cabinet. OM304 


EL L 1OTT- FISHER MACHINES, Calculating machines, mr 
ing machines—all office equipment bought and sold. W. J. 
Crowley Company, 906-08 No. Water St., Milwaukee 2, Wis. 


SALE: FACTORY DEMONSTRATOR ELECTRIC 2-in-1 
Folding and Letter Opener Machine, fully guaranteed regular 
cong yours for $198.50. Lansdale Prod., Box 568, Lans- 
dale, Pa 


FOR SALE: SELECTOR DIAL Auto-Typist, attached Rem- 
ington Standard Noiseless, Perforator, Supplies. In use 2 
years. Parts warranty. If new, cost $1,913.85 plus attaching 
typewriter. Sale price $1175 with typewriter; without $1125. 
MMS Corp., 2217 N. Summit, Milwaukee, Wis. 


ELLIOTT ADDRESSING MACHINE EQUIPMENT. Re- 
placed by Tabulatng System. Good Conditon. 9 I.B.M. Stencil 
Writers; 11 Moisteners; Punch Machine; Inking Machine; 2 
Addressing Machines; 2 Tape Machines; 66 100-drawer Cabi- 
nets. Write: Geo. J. Woodin, P. O. Box 2187, Tulsa 2, Okla. 


Business Opportunities 


PROGRAMMING COMPUTERS. Learn to apply business 
problems to electronic computers. Send for Free Brochure 
describing our Home Study Course, “Programming for Busi- 
ness Computers.” Business Electronics, Inc., Education Sec- 
tion, 420 Market Street, San Francisco 11, Calif. 


“HOW TO GET a Better Job”! Increase your income! Our com- 


plete step-by-step Plan will help you get ahead—move up in the 
world! Expert Publications, 1601 9th St. S. E., Roanoke, Virginia. 


Positions Wanted 


OFFICE MANAGER: BACKGROUND ACCOUNTING, 
Rate Analysis, Personnel, seeks permanent position. Engineer- 
ing and architectural background. New York Metro area. 
OM 303. 
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Use the TEAM 


for safety and convenience 
e Beach Expense BOOKS 


for detailed in-the-field 

records entered easily as 

Welly and the expenses are incurred 
Monthly Books, e Beach SUMMARIES 
Weekly Sheets for condensed tax-return 
e reports, retaining copies 

Sturdy, Conven- At your stationers; or write 
pet BEACH PUBLISHING CO. 
‘est-pocket 
Sise 19829 W. McNichols Rd. 
Detroit 19, Mich. 


= TE BAGS. 


-.- Protect Your Mail / 


REDUCE YOUR OFFICE 
MAIL CHORES! 
A Complete Line of 
ATTRACTIVE 


LEATHER MAIL 
BAGS. 


WRITE FOR 
CIRCULAR 


34 E. McWILLIAMS STREET FOND DU LAC, WIS. 


wee BALL POINT PEN 


FINE POINT 
GIANT INK SUPPLY 


Unconditionally Guaranteed peo Advertised 
Long 7” perfectly bal- 
anced writing instrument 


designed for auditors, 
accountants, bookkeepers as 
and others who need a | 


fine ball point pen for 
extreme legibility. 


Color of Pen is 

Color of Ink 

BLUE - BLACK + GREEN 

RED - BROWN - LAVENDER \ 
TURQUOISE - YELLOW-GOLD 


it ES J Te 22 5 he 


foie TWeded PY 
Monutfactured by 


LINDY PEN. CO.,INC., Culver City, Colt US 


: bt ote LETIEREAD 10 THIS BD... 
WAIL FOR FREE PROGE | ~ 


DEWBERRY ENGRAVING CO. 


SEPTEMBER 1958 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
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and Helpful 
Literature 


GET MORE ~ 


INFORMATION 
quickly - - easily 


On New Products 


Obtain New Catalogs 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service is provided for the con- 
venience of Office Management Exec- 
utives in obtaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 


{2 A A A SS SS EE CNRS ee GE GREY GO GE osere ceS e SHE ee  E  Y  E S 
Please forward to the respective companies, our request for further 


information on the items we have circled below. There is no obligation 


212 Fifth Avenue, New York 10, N. Y. 


to us for this. We understand this is a service to us as a subscriber. 


SEPTEMBER 1958 ADVERTISEMENT 
(Circle respective page numbers on which ads appear) 
Page Page Page Page Page 
2nd Cover 19 62 75 PC 83 CHH 
3rd Cover 20 63 75 BI 83 ISM 
3 22 64 76 CPI 83 OM 
4 45 65 76 BBC &3GBG 
6 47 66 77 WRR_ 8&4 AWF 
7 48 67 77 AFM 84 TSC 
8 49 68 78 GS 85 CCS 
9 51 69 78 ROH 85 CI 
10 53 70APD 78LPI 85 MHB 
11 55 70 TFC 79 86 
12 56 71 80 MMI 8&7 BPC 
13 57 72 AKP_ 81 PBI 87 CPC 
15 58 72 DMC 81AVR_ 87LPC 
16 59 73 82 WAF &7 DEC 
17 60 74 82 MC 89 
18 61 
September 1958 New Products Items, and Catalogs 


September 1958 New Products Items, and Catalogs 
(Circle respective item numbers) 


1 A-1 B-1 C-1 D-1 
2 A-2 B-2 C-2 D-2 
7 A-3 B-3 C-3 D-3 
4 A-4 B-4 C+4 D-4 
5 A-5 B-5 C-5 D-5 
6 A-6 B-6 C-6 D-6 
7 B-7 C-7 

C-8 

TOOLS OF THE OFFICE 


Information on products listed in the Tools of the Office 
section may be requested by writing in names of manu- 
turers. 


Manufacturer Page No. 
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MA tacidii share cthinedicee peweidwaewhine Zone State until October 15, 1958 
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Acco Products Div. of Natser Corp. . 70 
AgencyLa Porte & Austin, Inc. 

Acme Visible Sang Sree 81 
Agency—E. H. Brown Adv. Agency 

Advance Floor Machine Co..... pic bie ae 77 
A vency—Vance seeeien & Assoc., Inc 

Airkem, SE errr errr ree se 79 
A gency— Atherton & & Currier, Inc 

All-Steel Equipment Inc....... ... 2nd Cover 
Azency—E. R. H = othe wth & Assoc. 

American Kleer-Vu eSestinn, Inc 72 
Agency—Firestone Adv. Agency, Inc. 

American bag ag oe & Telegraph Co.... 3 
Agency—N. Ayer & Son, Inc. 

DE. go ss 6cnteueeen aus 76 
1 gency—Frank C. ‘Jacobi Adv. 

NN i, HDs co ine nn cctataredesien 86 
1 gency—James Thomas Chirurg Co. 

Beach Publishing Co................ 87 
{gency—Francis Adv. Agency 

Bevco Precision Mfg. Co........... 66 


i gency—Mar-Pat Adv. 
Blaisdell Pencil ESE 
A gency—The Richard A. F« ley Adv 
Browne-Morse Co. 


Agency—Don Harding & Assoc. 

Burlingron Industrial Fabrics Co... 75 
i gency—Ben Sacheim, Inc. 

Burlington Industries.............. 75 
i gency—Ben ~ Sppgap Inc. 

Burroughs SEAS eee 58 
Agency—C "ampbeil.- Ewald Co. 

ere ere 87 
Agency—Ramsthal Adv. Agency 

Celotex Corp., The PMTCT ae 
Agency —MacF arland, A Aveyard & Co. 

ES Eee 76 


A gency— Ww m. B. Remington, Inc. 
Columbia ee & Carbon Mfe. Co., Inc 71 


{gency M. Freystadt Associates, Inc. 

we ARS eee 51 
Agency—Henri, Hurst & » McDonald, Inc. 

I DD od no be beaeeb's 85 
Agency—Rex Farrall, Inc. 

SNE as Ze conics se ceewe 65 
Agency—. ee & Cairns, Inc. 

Bs Ts BORG ic oien occas cnesees 72 


Agency—Batten, Barton, Durstine © 
Dewberry Engraving Co 


Diebold, Inc., Flofilm Div... ins ve . 61 
Agency. —Ritter, tg & Price, ‘Inc. 
Dixon Crucible Co., Joseph...... 89 


1 gency—George N. Kahn Co., Inc. 
Dri-Stat Div., Peerless Photo Products, Inc. 6 


Agency—John Mather Lubton es Inc. 

Du Pont de Nemours & Co., Inc., E. I., 
RS ote a ae iu bale kas oD - 
Agency—Batten, Barton, Durstine & Osborn, Inc. 

Du Pont de Nemour: & Co., Inc., E. 

Grasselli Chemicals Dept., Ludox Wax 63 


Agency—Bat'ten, Barton, Durstine & Osborn, Inc. 


Eastman Kodak Co., Business Photo 


Metheds Div., I eo iyi gas 15 
Agency—J. Walter Thompson Co. 

Edison Voicewriter Div., Thomas A. Edison 
ES oc Oe Sad nab + awe oe 4 
Agency—J. W alter Thompso m rst 0. 

Eureka Specialty Printing Co........ 60 
Agency—Kretschmer & Dinner, Inc. 

Faber-Castell Pencil Co., Inc., A. W . 84 
Agency—J. M. Kesslinger & Assoc. 

Filmsert Co., The 70 
Agency Ladd, Southw ard & >» Bentley, Inc. 

Force & Co., Inc., Wm. s 82 
Agency—Philip I. Ross Co. 

General Fireproofing Co., 20 
Agency—The Griswold-E cae Co. 

Graff Co., George B. 83 
Agency—Henry A. L oudon Adv., Inc. 

Graphic Systems.............. ; 78 
Agency—Diener & Dorskind, Inc. 

Haloid Xerox, Inc. . SBR salew Sadi ° 9 
1 gency—H utchins Adv. Co., Inc. 

ammermill Paper Co... .......... 16 


1gency—Baiten, Barton, Durstine & 
oe 2. > Saree 

Agency —The Buckley Organization 
Hunt Pen Co., C. Howard. . ‘ 

Agency—Doremu s-Eshleman Co. 


SEPTEMBER 1958 


> Osh wn, Inc. 
‘, 


¥ Rail = re hk 
ALTE SO 
Inter-Continental Trading Corp......... 67 
Agency—Mann-Ellis, Inc. 
International Business Machines Corp. . . 7 


Agency—Benton & Bowles Inc. 


International Systems Meeting, The... .. 83 
Agency—Bob Denton Enter prises, Inc. 

Lassco Products, Inc...........-----+++> 78 
Agency—Wilkinson Advertising 

Lindy Pen Co., Inc., The...........--+>- 87 

Agency—Sheldon Marks Adv. 

Linen Supply Association of America & 
National Cotton Council.......... > 
Agency—George H. Hartman Co. 

Daasapeowton, Bie... .6650 0 cece cscccccees 4 
Agency—Givaudan Adv. Inc. 

Maggie Magnetic, Inc...............++++ 80 
Agency—Dale Associates 

Margimater Coe. ......cccccscse: ite 

McGraw Edison Co., Voicewriter eee 45° 
Agency—J. Walter Th mpson Co. 

McGraw-Hill Book Ne errr ree ce 85 


Thermo- 
Agency—Erwin Wasey, Ruthrauff & ‘Ryan, ‘Inc. 
Monroe Calculating Machine Co... .3rd Cover 

Agency—L. H. Hartman Co., Inc. 


Minnesota Mining & Mfg. Co., 


Moore Business Forms, Inc.............- 57 
Agency—N. W. Ayer & Son, Inc. 

National Cash Register Co., The........ 22, 53 
Agency—McCann-Erickson, Inc. 

Neva-Clog Products, Inc. . 74 


Agency—Wilson, Haight, Welch & Grover, Inc. 
North American Philips Co., Inc 
Agency—Sam Groden, Inc. 


Office Management......... 
ST NC io eeu basa nas skvenwcaes 
Agency —La Porte & Austin, Inc. 
Olympia = <hatea~d Div. -, Inter-Continental 
Trading MN a wists sh anu be wedened Oe 5 67 
Agency- am Ellis, Inc. 
Ozalid Div. of General Aniline"& Film 


Gd tisseceketuaciverkhbseveca.ve can ae 
Agency—Benton & Bowles, Inc. 

Peerless Photo Products, Inc............. 6 
Agency—John Mather Lupton Co., Inc. 

EE Bre oe . 7 
Agency—The Rumrill Co., Inc. 

ns ons so kb bb Kok peed bee 81 
Agency—L. E.. McGivena & Co., Inc 

PN Ns anos oS eas 6 ande0nses< 66 
Agency—Mar-Pat ‘Advertising Agency 

Roberts Rubber Co., Weldon............. 77 


Agency—La Porte & Austin, Inc. 

Royal McBee Corp., Data Processing Div. 17 
Agency—C. J. La Roche & Co., Inc. 

Roytype, Royal McBee re 55 
Agency—Young & Rubicam, Inc. 


a Orr Pere rer re 80 
Agency—J. Walter Thompson Co. 

Shredmaster Corp., The................. 84 
Agency—Cayton, Inc. 

es Bis I lg oo in oo vc cv cewasece 85 
Agency—Ayers, Swanson & Assoc., Inc. 

Smith-Corona, eis Saba te ala O isk ae Sere 64 
Agency—Cunningham & Walsh, ‘Inc. 

Standard Register Feu Matic elo hse © 69 
Agency—Don Kemper Co., Inc. 

IE Iss ie bin cen c¥esnennde 4th Cover 
Agency—Wesley Aves & Assoc. 

Systems & Procedures Agrsociation.... 83 


Agency—The Buckley Organization 


IR 5 od a'n's 980 g06d ge wure dase 48, 49 
Agency— Marsidlier. Rickard, Gebhart & Reed, Inc. 


Wabash Filing pupetics, 
Agency Sone Inc., 
Ce Gin We We cv csccscscce nieces 1 
Agency— Batten, yo Durstine & Osborn, Inc. 
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What's the point 

of writing without 
Dixon 
Ticonderoga 
Pencils! 
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Would you like to try one of 
our famous Ticonderoga Pen- 
cils? Experience the pleasure 
of writing easier, smoother, 
faster. Pick-a-Point that you 
like best and send for one 
today. 


oa 

5 No. | EXTRA SOFT 
a. No. 2. SOFT 

Ss No. 2-5/10 MEDIUM 
a No. 3 HARD 

= No. 4—EXTRA HARD 


Ask your stationer for the yellow 
pencil with the three green bands. 


DIXON 


e*e A 
(THE JOSEPH DIXON CRUCIBLE CO. 
Pencil Sales Div. OOM-9 Jersey City 3, N. J. 


Dixon Pencil Co., Ltd. 


Newmarket, Canada 
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Our 1959 Yearbook 


A few months ago, we took a survey among 500 of our readers asking their reactions 
to our annual Yearbook. The opinions expressed by the readers were pleasing to us, as 
we gather the Yearbook itself was to them. However, several suggestions were offered— 
which was our major reason for taking the survey—and those that seemed to have ihe 
strongest reader support will be adopted. 


One of the questions we addressed to our readers was this: would the Yearbook be more 
valuable to you if it appeared at the beginning of the year rather than in March as it 
has in the past? Since most readers, as indicated by the survey, felt that the Yearbook 
would be more useful if published in January rather than in March, we will, ia 1959, 
start the year with the Yearbook issue, which will be combined with our regular January 
issue. 


Again, in terms of the wishes expressed by readers in the survey, we will expand the 
feature sections of the Yearbook which proved to be of greatest interest to readers. Thus, 
the issue will be larger next year than it has been in the past—containing 200 pages 
of information on and analyses of all the developments and influences affecting today’s 
office. The regular reference sections that have proved so popular in previous yearbooks 
will also be included—the cemplete “Tools of the Office” review of all major equipment 
categories; an enlarged furniture and layout section; a complete and authoritative listing 
of office catalogs and booklets; and a schedule of major events taking place during 1959. 
We would like to thank again our “jury” of readers for their help and advice in making 
our Yearbook more valuable to all subscribers to the magazine. 


OFFICE MANAGEMEN 
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This ADVANCED Calculator 


_ turns Days into Dollars 


— 
SSs= 


advanced business techniques. That's why 
$ “get-ahead” businessmen insist on Advanced 


- Monro-Matic” Calculators. At this minute more 


Monroe Calculators are at work on the desks — 


‘ a business than any other make. Today 
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A DIVISION OF LITTON INDUSTRIES, INC. 
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You can tell immediately the kind 
of man he is. He’s a leader. He’s 
reached the top of his profession. 
His capabilities, his position and 
his personal tastes are all reflected 
perfectly by his office. He chose 
a Steelcase office. And he specified 
Steelcase for his general office and 
for all other offices in his organi- 
zation. You see here the styling, 
the engineering and the construc- 


tion that have made Steelcase the 
world’s leading manufacturer of 
fine steel office furniture. When 
you are ready to furnish your own 
office — general or private — join 
the growing list of important com- 
panies who specify Steelcase. The 
cost is surprisingly modest. Steel- 
case Inc., Grand Rapids, Michi- 
gan. In Canada: Canadian Steel- 
case Co., Ltd. Don Mills, Ontario. 


With Our Compliments: A copy of our new full-color Desk 
Catalog, for the asking. Have your secretary address Dept. M. 


This is a section of Inland Stee! 
Company's new general office. 


STEELCASE 
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